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1. HOW TO LoG INTO ROCIS

If you are logging into the live, production system, please point your browser to www.rocis.gov.

Read and click the acknowledgement button on the For Official Use Only Warning Screen.

Help Desk:1-866-450-5250

R@CIS.GOV Training

Welcome to ROCIS

***************************WARN I N G*********************************

This is a U.S.General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY". This
system is subject to monitoring. Therefore, no expectation of privacy is to be assumed. Individuals found performing

unauthorized activities are subject to disciplinary action including criminal prosecution.

ROCIS will not work properly in Compatibility View for Internet Explorer 9+ users. If you're experiencing issues
with ROCIS, click here for instructions on how to turn off Compatibility View and clear your internet browser
cache in Internet Explorer 9.You may have to contact your IT support to access these settings.

| have read the message and proceed to login page

Figure 1.1: For Official Use Only Warning Screen

Enter your User ID (normally, your first initial and last name) and password and click the Login
button.
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Help Desk:1-866-450-5250

R@CIS.GOV Training

Welcome to ROCIS User Information and How to Guides:

Unified Agenda Users:
Regulatory Information Data (RID) Forms and Instructions

ROCIS How to Guide for Agenda Users revised August 2017 = &

E.O.Reg Review Users:
ROCIS How to guide for EO Regulatory Review Users revised August 2017 = &

Information Collection Review (ICR) Users:
User Name ROCIS How to guide for PRA Users revised August 2017 & &

ROCIS How to guide for Privacy Users revised August 2017 2 &

Unified Agenda & Reg Plan:
Training Dates and Enrollment Procedures 201705

EO Reg Review, PRA and Privacy training:
EO PRA Privacy Training Info 201708

Browsers:

ROCIS Minimum Browser Requirements: Internet Explorer 9.0, Mozilla Firefox 40, or
Google Chrome 45

ROCIS will not work properly in Compatibility View for Internet Explorer 9+
users. If you're experiencing issues with ROCIS, click here for instructions on
how to turn off Compatibility View and clear your internet browser cache in
Internet Explorer 8.You may have to contact your IT support to access these
settings.

Tips to clear browser cache:

Internet Explorer: Select Tools = Internet Options » Delete » Uncheck "Preserve
Favorites website data” = Check "Temporary Internet Files", "Cookies™ and "History" >
Delete

Copyright 2015 G5A. All rights reserved. e
& 1
£ H
ﬁ GSA
T

Figure 1.2: Login Screen

ROCIS requires a second layer of authentication, in addition to your user name and password.
After logging in with your user name and password, ROCIS will ask you to enter the MFA token
to gain access.

The MFA token is a 6-character code generated at login and emailed to the user’s email address
in ROCIS. The MFA token must be entered into ROCIS within 10 minutes, starting from when
your user name and password were authenticated.

Validated tokens are good for 12-hours. You will only need your user name and password to
gain access during the 12-hour period after the MFA token is validated.
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Help Desk:1-866-450-5250

R@CIS.GOV Training

ROCIS Multi-Factor Authentication User Information and How to Guides:

Unified Agenda Users:
Regulatory Information Data (RID) Forms and Instructions

ROCIS How to Guide for Agenda Users revised September 2015 &

Please check your email for the system generated MFA Token and
enter here. The token will expire in 10 minutes. Before the token
expires, you have 5 chances to enter the correct token.

E.O.Reg Review Users:

If you have not received the email from ROCIS, please contact I
ROCIS How to guide for EO Regulatory Review Users revised August 2013 B <

RISC management (risc@gsa.gov). If Multi-Factor Authentication
fails, you will be re-directed to the ROCIS Login page and try Information Collection Review (ICR) Users:
again. ROCIS How to guide for PRA Users revised August 2013 8 &

Privacy Module Users:
ROCIS How to guide for Privacy Users revised December 2015 &

Training Information:

Unified Agenda & Reg Plan:

Training dates and Enrollment procedures
Email: charmwell.ho@cyberdatainc.com EO Reg Review, PRA and Privacy training:
EO PRA Privacy Training Info 201601

User Name: cybertester

MFA Token Browsers:

ROCIS Minimum Browser Requirements: Internet Explorer 9.0, Mozilla Firefox 40, or
Google Chrome 45

ROCIS will not work properly in Compatibility View for Internet Explorer 9+
SuUBMIT users. If you're experiencing issues with ROCIS, click here for instructions on
how to turn off Compatibility View and clear your internet browser cache in
Internet Explorer 9.You may have to contact your IT support to access these
settings.

Tips to clear browser cache:

Internet Explorer: Select Tools > Internet Options = Delete » Uncheck "Preserve
Favorites website data" > Check "Temporary Internet Files", "Cookies” and "History" >
Delete

Copyright 2015 GSA. All rights reserved. 7 3
§ o
= A
i{ﬁéff GSA
i

Figure 1.3: Multi-Factor Authentication Screen
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Select green arrow for ‘EO 13771’ to use the EO 13771 module.

Help Desk:1-866-450-5250

R@CIS.GOV UAT

Welcome to ROCIS

Help Desk toll free telephone number: 1-866-450-5250. This help desk services all of GSA and Federal
Agencies using GSA applications such as ROCIS. If your question cannot be answered immediately, it
will be referred to the ROCIS technical team. Be sure to document your call number and the name of

your help desk contact for follow-up.

Please select one of the following sub-applications to perform your tasks.

) 4 ==y
Agenda/Regs 4 £0 137710 = PRA [ Admin
Perform ROCIS Agenda and Perform ROCIS EO 13771 Perform ROCIS Paperwork Perform administrative
related tasks. Reduction Act related tasks such
tasks. as password renewal and

12866 related tasks.

updating user profiles.

Figure 1.4: ROCIS Broadcast Message Screen
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2. HOW TO CHANGE YOUR PASSWORD

Whenever your password is reset or your password has expired, the system will force you to
change your password when you log in. On this ‘Change Password’ screen, you will need to
enter your new password twice. Be sure that your new password conforms to all of the rules
given for password formation. Click the ‘Change Password’ button. You will receive a
confirmation message from the system indicating that your password has been changed.

Help Desk:1-866-450-5250

R@CIS.GOV UAT

Change Password

Wandatory fields rmarked *

Newr Password : ®

Corfirm New Password : ®

Password Strength : Password not entered
[ snve | o
*Password length should be between 8 and 14 characters. Password must contain at least one alphabetic, one numeric and one special character.

Copyright 2012 GSA. All rights reserved.

ey :!
% * y

Figure 2.1: Change Password Screen for New Account

Your ROCIS password will expire in 90 days. Starting 2 weeks before it expires; ROCIS will
remind to change your password when you log in. To change your password, click the

‘Administration’ link/tab at the top of any page choose ‘Change Password’ from the navigation
toolbar.
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R@CIS,GOV UAT Login: jbaez  On Behalf OF: sday1 LOGOUT (3
P ——
HOME AGENDA/REGS EQ13TT PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
1Y
a 0 % Q [u] D ¢
INBOX REQUEST UTILITIES SEARCH FACKAGE HISTORY REFORTS
Home Reg/Dregs Utilities Agency Submission Status

FY 2018 Agency Submission Status
Fiscal Year [0 2018 || Agency [QSearchorselect [+

EXPORT SELECTED TAB EXPORT ALL TABS

“Note: All monetized values are in millions of 2018 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE h

AGENCY! FYALLOWANCE FYALLOWANCE FYALLOWANCE OWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE
SUBAGENCY STATUS AMOUNT($) SUBMITTEDDATE CONCLUDEDDATE EXISTS AMOUNT(S) SUBMITTEDDATE CONCLUDEDDATE
0900 - HHS Concluded-Approved 09/06/2017 08/202017

TOTAL 0.00

List shows all reguests (No Time Limit).

Copyright 2018 GSA. Al rights reserved.

Figure 2.2: Administration Module Tab

You will need to enter your old password, your new password (must be at least 8 characters,
must have one number and one special character) in both boxes as indicated. Click the ‘Change
Password’ button. When you get the confirmation screen, click ‘OK’. Please do not share your
password with anyone—this would be a violation of the Security Agreement that you signed
and could result in the loss of your access to ROCIS.

R@CIS.GOV UAT Login: josez  On Behal Of. sday1 LOGOUT (3
~~ENDAREGS EQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION
O = © ok LA m
USER PROFI§ CHANGE CERTIFICATION EMPLOYEE OIRA EMPLOYEE AGENCIES
PASSWORD ADMIN
Home S » Change Password

Change Password

Password Strength : Password not entered

CHANGE PASSWORD CANCEL

Password Criteria: *Password length should be between 3 and 14 characters. Password must contain at least one alphabetic, one numeric and one special character.

Figure 2.3: Change Password Icon and Screen
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3. HOW TO REVIEW AND CHANGE YOUR USER PROFILE

Upon successful login, you should arrive at your Inbox. If you are an Agency user, you will
arrive in your Created Request List. Take a moment to look at your tabs and sub tabs at the
top of the screen. Select User Profile from the Admin drop down on the top line. The User
Profile tab provides you a place to view and update your user information.

R@CIS.GOV UAT Login: jbaez  On Behalf OF. sday1 LoGouT (4

AGENDA/REGS EOQ 137171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

= © p14 i 3 B

USER PROFILE CHANGE RECERTIFICATION ~ EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN

lome Administration User Profile
User Detail

= Denotes Required Field
Personal Information Account Information

Prefix |:| Employee Number 133877
* First Name * User Login sday1
MiddleName [ | * User Encrypted Password 2kGQUMgKIC3TA
N

Title |

Agency / Sub Agency HHS

* Agency [C 0800 HHS =]

Sub Agency | O Search or select

Communications Address
Telephone, TDD and Fax must contain exactly 10 digits and can be seperated by (, ), - or a blank
Such a5 X €00 000 0000 and Street Address | |

\ |
*Telephone | 703-431-0832  |Ext.

\
[ Y

P ] State [Q Search or select [=]
*E-Mail | sday@noemail com | |

" Selected Roles
AUTHORIZED PAPERWORK CONTACT(APC) - 0900 HHS
AUTHORIZED PAPERWORK CONTACT(APC) - 0905 PHS
AUTHORIZED PAPERWORK CONTACT(APC) - D908 HRSA
AUTHCRIZED PAPERWORK CONTACT(APC) - 0807 PSC (i)
AUTHORIZED PAPERWORK CONTACT(APC) - 0910 FDA
AUTHORIZED PAPERWORK CONTACT(APC) - 0915 HSA
AUTHORIZED PAPERWORK CONTACT(APC) - 0917 IHS
AUTHORIZED PAPERWORK CONTACT(APC) - 0919 AHRQ (i)
AUTHORIZED PAPERWORK CONTACT(APC) - 0820 CDC
AUTHCRIZED PAPERWORK CONTACT(APC) - 0823 TSDR b

Figure 3.1: Administration Tab and User Profile Icon

Upon initial entry, please verify and make appropriate changes to any information, paying
particular attention to your telephone number and email. Then, be sure to save your
information. The Save button is at the bottom of the screen.
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Please be sure to return to the User Profile to modify your personal information, such as your

phone number or email address, whenever changes occur.

Your profile will also display the role(s) that have been assigned to your user id. A complete
discussion of the agency EO 13771 roles can be found in Appendix A.

To leave the User Profile page, scroll to the bottom and click ‘Save’ (if you changed anything) or
‘Cancel’. This will take you back to the ROCIS Employee Administration screen.
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4. HOW TO UsEe THE ROCIS EMPLOYEE ADMINISTRATION SEARCH

The purpose of the Employee Admin screen is to allow ROCIS users to find other ROCIS users via
the search capability. For instance, if you would like to send another agency’s RDR Agency
Admin (RDRA) an email, you are able to search on the RDRA role for the agency and receive a
list of contacts. If you are an RDR Preparer (RDRP) and need to find an RDR Manager or RDR
Agency Admin to submit your EO 13771 request to OIRA for review, use this page.

If an RDR Agency Admin wants to identify a list of RDR Managers or RDR Preparers (RDRM or
RDRP) for his/her agency, this is the screen from which to do the search. If you are the RDR
Agency Admin, it is a good idea to periodically check the authorized users for your agency.

5
R@CIS_GOV TAT Login: jbaez  On Behalf Of. sday1 LOGOUT

ADMINISTRATION

PASSWORD

Home Administration Employes Admin

ROCIS Employee Administration

User ID

Last Name

First Name

Employee Number

Search Range:

® Users
Contacts

Both Users and Contacts

SEARCH CREATE A NEW CONTACT

No data available in table

Showing 0 to 0 of 0 entries

Figure 4.1: Employee Admin Icon and Screen

To use this screen, enter the desired agency code and/or select the desired user role from the
Role drop-down list and click the ‘Search’ button.

If the resulting list reflects users who have left your agency and still have active accounts,
please contact the ROCIS Help Desk at 866-450-5250 so that the accounts can be deactivated.

11 July 9, 2018



ROCIS How-To Guide for Agency Users of the EO 13771 Module
Regulatory Information Service Center (RISC)

5. HOW TO USE THE AGENCY SUBMISSION STATUS PAGE

When you arrive in the ROCIS EO 13771 module after successfully logging in, you’ll be in the
Agency Submission Status page, with a row of additional tabs to choose from. This page will
always show you the current status of your agency’s yearly EO 13771 submissions (i.e. FY
Allowance, EOFY Accounting and Non-compliance Target). See below for more information
about these yearly EO 13771 requests.

Your default view is the FY Allowance tab for all of the agencies you are assigned to in ROCIS for
the current fiscal year. You can change the fiscal year, or select a specific agency (depending on
your access in ROCIS) to modify your view. The FY Allowance tab shows information about the
selected agency’s FY regulatory cost caps for the selected fiscal year and the following fiscal

S
R@Cls.cov UAT Logi:jpssz OnBensiorsoayt  LOGOUT
HOME AGENDA/REGS EQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

=] i 3 Q [ (5
+ i
INBOX REQUEST cH PACKAGE HISTORY REPORTS

FY 2018 Agency Submission Status

Fiscal Year | 2013 - Agency |Q Search or selec|

EXPORT SELECTED TAB EXPORT ALL TABS

“Note: All manetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

UN.CU STATUS OF ASSIGNED AGENCY SUBMISSIONS
‘ FY ALLOWANCE ’
e ——

0900 - HHS

TOTAL 0.00

Figure 5.1: Agency Submission Status (FY Allowance Tab)
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The EOFY Accounting tab displays information about your agency’s final EO 13771 accounting
for the selected fiscal year including YTD totals and compliance metrics.

If your agency has multiple sub-agencies setup in ROCIS, you can click the Agency
Code/Acronym link in the first column of the list to see a breakdown by sub-agency.

R@CIS_GOV UAT Login: jbaez  On Behalf OF. sday1 LOGOUT 5+
HOME AGENDA/REGS EOQ 1377 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
. b
Q D % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Utilities: Agency Submission Status

FY 2018 Agency Submission Status
Fiscal Year [0.2018 |« Agency [Q Search or select

“Note: All monelized values are in millions of 2018 dollars, discounted at 7 percent in perpetuity

SECTION: CURRE! TUS OF ASSS R AGENCY SUBMISSIONS
‘ EOFY ACCOUNTING

AGENCY/ EOFY EOFY EQFY 2019 EOFY DEREGULATOR
SUBAGENCY ACCOUNTING G| J NCY AGENCY-

XFERS($)

0900 HHS | MotCreated

0905 - PHS

0306 -
HRSA

0307 - PSC.
0910 - FDA
0915 - HSA
0917 - IHS

0919 -
AHRQ

0920-CDC

0923 -
TSDR

0925 - NIH

0930 -
SAMHSA

0935 -
AHRQ

0336 - 0IG

0937 -
0ASH

0938 - CMS

0940 -
OPHS

0945 - OCR

0950 -
oclo

0955 - ONC.
0870 - ACF

0980 -
HDSO

0985 - ACL

0990 -
HHSDM

0991-05
0992 - OFA

TOTAL

List shows all requests (No Time Limit).

Figure 5.2: Agency Submission Status (EOFY Accounting Tab) with Expanded Agency List

The Non-compliance Target tab shows information about the selected agency’s non-compliance
target plan (i.e. agency’s plan to recover regulatory costs carried over from previous years) for
the selected fiscal year and the following fiscal year.
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R @CIS.GOV UAT Login: joaez - On Behalf OF. sday1 LOGOUT (3
HOME AGENDAIREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
o I % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Utilities Agency Submission Status

FY 2018 Agency Submission Status
Fiscal ear [0 2013 [~] Agency [Q Seachorselect [+

EXPORT SELECTED TAB EXPORT ALL TABS

“Note: All monetized values are in millions of 2018 dellars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED UEW OR
h ‘ NON-COMPLIANCE TARGET .

CURRENT NONCMPL | CURRENT NONCmre v v, .es wUNCMPL REQ | CURRENT NONCMPL | 2013 NONCMPL REPORT | 2013 NONCMPL

REQ STATUS sul \TE CONCLUDEDDATE REQ AMOUNT /PLAN REQUIRED REQ STATUS

0500 - HHS
TOTAL 0.00

Figure 5.3: Agency Submission Status (Non-compliance Target Tab)

The selected tab displayed on the screen can be exported to MS Excel using the ‘Export
Selected Tab’ button. You can also export all 3 tabs at once using the ‘Export All Tabs’ button.

e
R@CIS_GOV UAT Login: jpaez  On Behalf OF: sday1 LOGOUT (C+
HOME AGENDA/REGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
- L

Q I o Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home ReglDregs Utlities ‘Agency Submission Status

FY 2018 Agency Submission Status
Fiscal Year [2205 || Agency (& Searnorsdest 7]

< EXPORT SELECTED TAB EXPORT ALL TABS >

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in peroetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

A NON-COMPLIANCE TARGET

CURRENT NONCMPL | CURRENT NONCMPL REQ | CURRENT NONCMPL REQ | CURRENT NONCMPL | 2019 NONCMPL REPORT | 2019 NONCMPL
BMITTEDDATE

REQ STATUS Ul CONCLUDEDDATE REQ AMOUNT /PLAN REQUIRED REQ STATUS

0900 - HHS
TOTAL 0.00 0.00

Figure 5.4: Agency Submission Status and Export Buttons
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6. HOW TO USE THE INBOX AND THE NAVIGATION TOOLBAR

When you’re in ROCIS, there is a tab at the top for each of the modules you have access to.
Under the EOQ 13771 tab, there is a row of icons that starts with your Inbox. We call this the
module’s navigation toolbar. Each icon is a menu of links, or a direct link, to different pages in
ROCIS.

R@CIS.GOV UAT Login: jogez  On Behalf OF. sday1 LOGOUT (3
o . _ TTTTm BENNCTION ACT (PRA) ADMINISTRATION
Y
= ¥ % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home T T “

FY 2018 Agency Submission Status
Fiscat vear [0 208 || agency o searnorselet 7]

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

N
AGENCY/ cul NONCMPL | CURRENT NONCMPL REQ CURRENT NONCMPL REQ CURRENT NONCMPL 2019 NONCMPL REPORT 2019 NONCMPL 2019 NONCMPL REQ 2019 NONCMPL REQ 2019 NONCMPL
SUBAGENCY REQ STATUS SUBMITTEDDATE CONCLUDEDDATE REQ AMOUNT [PLAN REQUIRED REQ STATUS SUBMITTEDDATE CONCLUDEDDATE REQ AMOUNT
0800 - HHS
TOTAL 0.00 0.00

Figure 6.1: Agency Submission Status Screen (Navigation Toolbar)

The first menu is for your Inbox. Your Inbox has six components, all of which can be viewed by
moving your mouse over the Inbox tab.

R@CIS_GOV UAT Login: jbasz  On Behalf OF: sdayf LoGout 5+

EO 13771 PAPERWORK REDUCTION ACT {PRA) ADMINISTRATION

Q D D | 4

SEARCH PACKAGE HISTORY REFORTS

INBOX REQUEST

Created Request List Agency Submission Status

Created Request Filter List

FY 2018 Agency Submission Status
Fiscal Year [0 2012 =] Agency [3 Seanhorselect  [v]

Submitted Request List
Submitted Request Filter List
Concluded Reguest List

Concluded Request Filter List

EXPORT SELECTED TAB EXPORT ALL TABS

“Note: A vailes are in millions of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE h

AGENCY/ FYALLOWANCE FYALLOWANCE FYALLOWANCE FYALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE

SUBAGENCY STATUS. AMOUNT($) SUBMITTEDDATE CONCLUDEDDATE EXISTS AMOUNT($) SUBMITTEDDATE CONCLUDEDDATE
0300 - HHS Concluded Approved 090612017 0972012017
TOTAL 0.00

List shows all requests (No Time Limit)

Figure 6.2: Options under Inbox Tab
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The six components are:

The Created Request List: This is where you will find all created EO 13771 packages to
which you have access. Once a request is created, it will remain in your Created
Request list until it is submitted to OIRA or deleted from ROCIS.

The Submitted Request List: This portion of your inbox will list any EO 13771 packages
submitted to OIRA. Submitted Requests, including those that are opened or closed for
amendment, will be reflected in this list until the review is concluded by OIRA.

The Concluded Request List: Requests that have been reviewed by OIRA are reflected in
this list. By default, only requests that have been reviewed in the last 30 days are
displayed. Use the Concluded Request List Filter to expand the list to the desired range
of dates concluded.

Filter Lists: Each of the three sections above has a “filter’ option which allows a user to
search through the related Inbox section for a specific request or set of requests. This is
useful if the inbox contains a large number of entries.

Regardless of the portion of the Inbox you are in, you can sort the list by any column by clicking

on the column header. The sort works like a toggle switch. The first time a user clicks on the

column heading, the column data is sorted in a default order. Clicking the column heading a

second time will result in a reversal of the sort order.

To view and/or edit a request, click the Request ID link in the first column.

The page displayed on the screen can be exported to MS Excel. To export the entire list (i.e. all

pages), click the ‘View All’ button first to load the entire list on 1 screen (i.e. no pages).

e
R@C[S.GOV UAT EEE SiTEGrmy  GES
HOME AGENDA/REGS EOQ 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a [ &, Q [} (]

INBOX

Home

REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS

ReglDregs Inbox Created Request List

Created Request List

Criteria: Status=(Created); FILTER LIST

EQ13771 ICR

RINIZRIN

RINIZRIN

07/0812018 Day. Sonny | HHSICMS EO13771 RINIZRIN
Request

Showing 1 to 4 of 4 entries

List snows all reguests (No Time Limit).

Figure 6.3: Created Request List with View All and Export Buttons
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7. HOW TO CREATE AND EDIT AN EO 13771 PACKAGE FOR A
RIN/ZRIN

When you are ready to create an EO 13771 Package for a RIN or Z-RIN (i.e. guidance document),
choose ‘Request’ from the Home Row. You will see a drop down list with several items. Select
the “RIN EO13771 Package” option by highlighting it with your mouse and left-clicking once.

A
R@CISGOV UAT Login: jpasz  On Behalf Of: sday1 LOGOUT

AGENDA/k. ~§ EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

. 2 Q

REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS

INBOX

Home

RIN EQ13771 Packag

ICR EQ137

ECETT Created Request List

Criteriaft  FY Allowance EXPORT FILTER LIST VIEW ALL

FY Non-Compliance Plan

FY Agency Transfer

EO13771 ICR

1 RINGZRIN

1 RINZRIN

3771 RINZRIN

Showing 1 to 4 of 4 entries

List snows all requests (No Time Limit).

Figure 7.1: Request Menu with RIN EO13771 Package Option

You will be presented with a new screen where you can search for the desired RIN or ZRIN.
ZRINs are used for regulatory/deregulatory actions taken by agencies that are not published in
the Federal Register, like guidance documents. When RIN is mentioned throughout the
remainder of this document, it includes ZRINs unless otherwise specified.

Type the RIN in the space provided and click the Search button. If the RIN is found, the

following information is provided:

e RIN

e Most recent Unified Agenda publication ID

e Unified Agenda EO 13771 Designation

e Link to most recent EO 12866 Regulatory Review (if applicable)
o Title

17 July 9, 2018



ROCIS How-To Guide for Agency Users of the EO 13771 Module
Regulatory Information Service Center (RISC)

Login: jbaez  On Behalf OF: sday1 LOGOUT (3

rc1s.cov var

HELP

PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

HOME AGENDA/REGS EQ 13771
s b )
Q [0 % Q D D ]
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home. Reg/Dregs Request RIN EQ13771 Package

Create New or Modify Existing EQ 13771 Package

“Note: All monetized values are in millions of 2016 dellars, discounted at 7 percent in perpetuity

Enter RIN to create or retrieve EQ 13771 Package

Related RIN: I:l Search

RIN: EQ 13771 Designation:
EO Review Package:
Title:

Existing EQ 13771:
I S K S

No data available in table

CANCEL

Figure 7.2: Create New or Modify Existing EO 13771 Package Screen

If there is no existing EO 13771 package for the RIN selected, click the Create New button. If an
existing EO 13771 package is found, click the Request ID link to view it.

R@CIS.GOV UAT Login: jbaez  On Behall OF. sday1 Locout G+
HOME AGENDA/REGS EQO 13T PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a I % Q D D G
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REFPORTS

Home Reg/Dregs Request RIN EO13771 Package

Create New or Modify Existing EO 13771 Package

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

Enter RIN to create or retrieve EO 13771 Package

Related RIN: | 093-AR%9 Search

RIN: 0938-AR99 (201310) EQ 13771 Designation:

EO Review Package:
Title: Fixed Indemnity Coverage (CMS-0943-P)

Existing EO 13771:
I K e R

No data available in table

CREATE NEW CANCEL

Figure 7.3: Create New or Modify Existing EO 13771 Package Screen with Create New Button
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R@CIS.GOV UAT Login: jbaez  On Behalf O sday1 LOGOUT (=
HOME AGENDAIREGS £0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
(o} I % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Request RIN EQ13771 Package

Create New or Madify Existing EO 13771 Package

“Note: All monetized values are in milions of 2016 dollars, discounted at 7 percent in pemetuity

Enter RIN to create or retrieve EOQ 13771 Package

Related RIN:| D938-A801 Search

RIN: 0933-AS01 (201704) EOQ 13771 Designation:

EO Review Package:
Title: Adoption of Operating Rules for HIPAA Transactions (CMS-D036-P)

Existing EQ 13771:
K K L T T

201807-0838-RZ-D01 07/06/2015 Day. Sonny Created HHSICMS Adeption of Operating Rules for HIPAA Transactions (CMS-0036-P)

CANCEL

Figure 7.4: Create New or Modify Existing EO 13771 Package Screen with Existing Request

If the package was for a non-final action and it was approved by OIRA, you can click the Revise
button to submit a new EO 13771 package for the desired RIN. Any number of revisions can be

submitted before the package for the final action is approved by OIRA.

R@CISAGOV UAT Login: jbaez  On Behalf OF. sday1 LOGOUT (+
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a D S Q [u] D L
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Request RIN EO13771 Package

Create New or Modify Existing EO 13771 Package

“Note: All manetized values are in millions of 2016 doliars, discounted at 7 percent in perpetuity

Enter RIN to create or retrieve EQ 13771 Package

Related RIN: Search

RIN: 0810 (2018 1y EO 13771 Designation: Cther
EO Review Package:
Title:

Existing EO 13771:
I L

Migrate, Spring_2018_Agenda_Workshest  Concluded-Approved  HHS/FDA

REVISE CANCEL

Figure 7.5: Concluded, Non-final EO 13771 Request with Revise Button

201805-0910-RZ.031  05/08/2018

If the existing package is in Created or Open for Amendment status, you will be taken to the
Edit EO 13771 Request page where you can continue to update the package. If the package is
in Received or Closed for Amendment status, you will be presented with a view-only version of
the originally submitted package. If the package is concluded by OIRA, you will be presented

with a view-only version of the concluded package.
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To discuss all of the data items for an EO 13771 Request for a RIN, we will assume that there is
no existing EO 13771 package for the desired RIN.

After the request has been successfully created, the user is transferred to the ‘Edit EO 13771
Request’ screen.

Click on the Related RIN section header to view some RIN information from the Unified Agenda.
Click the RIN link to see the View Rule page for that RIN in the Unified Agenda module in ROCIS.

Click on the Related EO 12866 Review Package section header to view some information about
the most recent EO 12866 regulatory review of the selected RIN, if applicable. Click on the
Status link to view the full regulatory review package in the EO 12866 module in ROCIS.

In the EO 13771 Data section, the agency code and acronym are displayed, as well as the
unique EO 13771 Request ID automatically assigned by ROCIS to this particular request. The
“Title” of the RIN is also displayed. These items may not be changed. However, if the RIN Title
is updated in the Unified Agenda module of ROCIS, the related EO 13771 request will reflect the
new RIN Title the following day (Title is synchronized overnight).

Also at the top of this section is a link to the ‘Manage Documents’ portion of the EO 13771
process. That will be discussed under the ‘HOW TO Electronically Attach (Upload) Documents’
chapter in this manual.

All data items marked with an asterisk are required before a request can be submitted to OIRA.
If the item does not have an asterisk, it is optional.
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g
r()c1s.6ov a1 Login jbass OnBenafOfséayt  LOGOUT
HOME AGENDA/REGS EQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
L b
= Q % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request
RELATED RIN »
RELATED EO 12866 REVIEW PACKAGE »

EOQ 13771 DATA

Agency: 0910 FDA EO13771 Request ID:  201307-0910-RZ-001 Manage Documents Economic Data
“Title: Expected Finalization Fiscal Year:
2019 v

*Agency Contact:

- ADD NEW CONTACT

*® Final Rule FR Citation Alternate Final Citation Reguestis considered FINAL once Citation/Finalization Dale is provided,
Federal Register Citation: Citation/Finalization Date:
FR

Statutorily/Judicially Required?
Required to set a standard by a specific date?
CRA or related legislative rescission? CRA Fiscal Year:

Previous EO 13771 Request: 201305-0810-R7-031

No data available in table
Joint Agencies: | C Search or select - ADD JOINT AGENCY

No data available in table

[ (== | emma e | 2o | == |
Figure 7.6: Edit EO 13771 Request Screen

Expected Finalization Fiscal Year is populated with the current FY by default. The next FY can be
selected, as well.

Agency Contact (required): This should be the individual that the OIRA desk officer can contact
with any questions about the EO 13771 request. ROCIS will list others that have been identified
as contacts in ROCIS. If the contact’s name appears in the list, simply select that person. If the
contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact
Administration’ page. Enter some portion of the last name of the individual that you
want to add as the Agency Contact, and then click on the ‘Search’ button.

The search results at the bottom of the screen include all matching ROCIS contacts that
have been identified as a contact in the Agenda module, the EO Reg Review module, the
PRA module and the Privacy module.

If you see the name that you want to add as a contact, click on the Name link.
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R@CIS.GOV UAT Login: jpaez  On Behalf OF: sday1 LOGOUT (3
HOME AGENDAREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= 9 8 & o
USER PROFILE CHANGE RECERTIFICATION EMPLOYEE OIRA EMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Search Contacts

ROCIS Contact Administration

SEARC“ CANCEL

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you want o create is not one of the existing coniacts displayed below.

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com 138673

Showing 1to 1of 1 entries.

Figure 7.7: Contact Administration Screen with Search Results

In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another
module. You can make Susan a contact for the EO 13771 module by clicking on the box
next to ‘E013771 Contact’ and selecting ‘Active’ radio button.

R@CIS_GOV UAT Login: jbaez  On Benalf OF. sday1 LoGout G+
HOME AGENDA/REGS EO 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= © 2 & om
USERPROFILE  CHANGE  RECERTWICATION  EMFLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Edit Contact

Edit Contact Detail
* Denotes Required Field.
Personal Information Address

Prefix Street Address

*First Name gysan

Middle Name
*Last Name Contact City
Suffix State
Employee Number {32g72 ap
Title Communications
*Agency goop HHS Telephone, TOD snd Fas must contsin exscty 10 Sigits snd can be separsted by (, . - or 5 blank
Such =5 998-208-0099, (999)8060600, 909 090 9980 and BRECEEEELE
Sub Agency
Contact Modules * Telephone 302 555-5555 Ext.
This field is required o
RIN Contact © Active Inactive Fax
E-Mail sysan contact@noemail com
EQ13771 Contact v * Active Inactive
ive
Privacy Contact Active Inactive

Figure 7.8: Contact Detail Screen
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Click the ‘Save’ button to effect the change. After the information is saved, you will be
returned to the Edit EO 13771 Request screen.

If you do not see the name that you want to add as a contact in the search results, click
the Add button to create a new contact.

N
R@CIS.GOV UAT Login: jbaez  On Behal OF: sday1 LOGOUT

HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

= © 2 ;3 2

USER PROFILE CHANGE RECERTIFICATION ~ EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN

Home Administration Employee Admin Search Contacts
ROCIS Contact Administration

Last Name: | Contact

[ scwen ] cwca

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you wani o create is not one of the existing coniacts displayed below.

—

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com

Showing 1 to 1 of 1 entries

Figure 7.9: Contact Administration Screen with Add Button

The ‘New Contact Detail’ screen captures information about the new contact. Any data
item with an asterisk in front of the tag is a required field. Although ‘Email’ is not
required, it is highly recommended.

The agency data field has a drop down list from which the agency or subagency for the
contact can be selected. This is an important decision if you are associated with a
cabinet agency (except VA) or EPA. These have an agency level code which ends with
‘00’, and a number of subagencies. If the contact is associated with the agency code
only, he will appear in the drop down list for any subagencies that are part of that
agency. If heis associated with a subagency, he will only appear in the drop down list
for that subagency.

Click the Create Contact button at the bottom of the screen when you’re ready. The
new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’
screen. The contact that you have selected will be displayed.

The remaining data fields on this screen are optional.
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Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request

RELATED RIN »
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FR
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Required to set a standard by a specific date?
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No data available in table
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No data available in table

[ (== | emma e | 2o | == |
Figure 7.10: Edit EO 13771 Request Screen

Final Rule FR Citation and Citation date indicate when the final action for the RIN in question
was published in the Federal Register. Entering the Final Rule FR Citation and Date fields
identifies the EO 13771 package as a final action. A valid citation contains a volume number, a
page number, and the publication date in the format MM/DD/YYYY. ROCIS does not accept
partial FR citation information. All three data items must be entered at the same time. Given a
valid citation date, the associated FR volume would be YYYY — 1935. ROCIS will not accept a
citation date earlier than 1950.

Alternate Final Citation and Citation date also indicate when the final action for the RIN in
guestion was published, but refer to citations other than Federal Register citations (e.g. use to
enter web address and publication date of a guidance document for ZRINs). Entering the
Alternate Final Citation and Date fields identifies the EO 13771 package as a final action.

Note — If submitting a final action that is a waiver or exemption and will not be published
in the Federal Register, use the Alternate Final Citation radio button and provide a date
and cite, which can include a URL, such as www.reginfo.gov. To be included in the EOFY

Accounting, waivers and exemptions must be recorded as final actions.
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Statutorily/Judicially Required: Check this box if there are legal deadlines associated with the
RIN.

Required to set a standard by a specific date: Check this box if the agency is required to set a
standard by a specific date.

CRA or related legislative rescission: Check this box if this action was overruled under the
Congressional Review Act or otherwise rescinded by a related legislative action.

CRA Fiscal Year is required if “CRA or related legislative rescission” is checked (format is yyyy,
like “2018”).

Previous EO 13771 Request: If you are working on a revision of a previously reviewed EO 13771
request, the Request ID for the previous request will be displayed as a link.

Joint RINs: Enter the desired RIN and click the Add Joint RIN button, if applicable. You can add
as many Joint RINs as needed and remove any that were added by mistake.

Joint Agencies: Select the desired agency from the drop-down and click the Add Joint Agency
button, if applicable. You can add as many Joint RINs as needed and remove any that were
added by mistake.

At this point, all of your data should be saved by selecting the ‘Save’ Button. (Data can be saved
at any time during the editing process). Click the Economic Data button to go to the Economic
Data page.
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R@CIS.GOV UAT Login: jbaez On Behalf OF: sday1 LOGOUT (=
HOME AGENDAIREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
X b
Q 0 % Q D D L
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Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request

RELATED RIN »
RELATED EQ 12866 REVIEW PACKAGE 3
EO 13771 DATA

Agency: 0910 FDA EQ13771 Request ID:  201807-0910-RZ-001 Manage Documents

“Title: Expected Finalization Fiscal Year:

*Agency Contact:
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*® Final Rule FR Citation Alternate Final Citation Reguest is considered FINAL once Citation/Finalization Dale is provided.
Federal Register Citation: Citation/Finalization Date:

|FR |

Statutorily/Judicially Required?
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Previous EO 13771 Request: 201305-0810-R7-031
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Figure 7.11: Edit EO 13771 Request Screen with Economic Data Button/Link

Click on the EO 12866 Review section header to view Costs, Transfers and Effects data from the
most recent EO 12866 regulatory review of the selected RIN.

In the EO 13771 Economic Data section, there is a link to the ‘Manage Documents’ portion of
the EO 13771 process. That will be discussed under the ‘HOW TO Electronically Attach (Upload)
Documents’ chapter in this manual.

All data items marked with an asterisk are required before a request can be submitted to OIRA.
If the item does not have an asterisk, it is optional.
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Agency/Sub-Agency: HHS/FDA Title:
Status: Created Last Event: Created Last Event User: Sonny Day (sday1) Last Event Date: 07/06/2018

Economic Data
EO 12866 REVIEW COSTS AND BENEFITS STATEMENT (3

EO 13771 ECONOMIC DATA

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity Manage Documents
Requested 13771 Designation: A
Cost/Cost Savings Annualized - Primary Estimate 7% ($millions): Cost/Cost Savings PV - Primary Estimate (Smillions):

Quantified Cost/Cost Savings Notes (Maximum 1000 characters)

4

Exemption Type:

None v Permanent Exempt Amount ($millions): Temporary Exempt Amount ($millions):
Waiver Type:
None v Full Waiver Waiver Amount ($millions):

Qualitative Cost/Cost Savings Only?
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Cost/Cost savings associated with a transfer rule?
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4

[ _rervmironam | swe | cancer ]
Figure 7.12: Economic Data Screen

Note: For FY2018, all monetized values entered into ROCIS are in millions of 2016 dollars,
discounted at 7 percent in perpetuity. If and when this changes, ROCIS will always display the
year dollars and discount rate to use when entering monetized values in the EO 13771 module.

Requested 13771 Designation: Select from the following:

e Deregulatory — net impact of action is cost savings (-)

e Regulatory — net impact of action is cost (+)

e Other - Cost — net impact of action is cost (-); action not counted as a regulatory action
e Other - Cost Savings — net impact of action is cost savings (-); action not counted as a

deregulatory action

Cost/Cost Savings Annualized - Primary Estimate 7%: Absolute value of primary estimate of
annualized cost or cost savings, at 7% discount rate, in millions of dollars.
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Cost/Cost Savings PV: Primary Estimate is automatically calculated by ROCIS and cannot be
changed.

Quantified Cost/Cost Savings Notes: Enter any additional notes regarding the cost/cost savings
data entered above for OIRA to consider during review.

Exemption Type: If you selected “Regulatory” for Requested 13771 Designation, then you can
request an exemption. ROCIS will automatically request a permanent exemption for the full
amount of annualized cost entered above if you select one of the following Exemption Types:

e Military

e National Security

e Foreign Affairs

e Agency/Personnel Management

If you select any other Exemption Type, ROCIS will allow you to manually enter the amount of
annualized cost to be exempted (full or partial), as follows:

e Permanent Exemption Amount — annualized cost to be permanently exempted
e Temporary Exemption Amount — annualized cost to be temporarily exempted (amount
must be accounted for in next FY)

Waiver Type: There are 2 types of waivers that can be requested:

e Section 3(c) — choose this waiver type if the related RIN was not published in the most
recent version of the Unified Agenda. Section 3(c) of EO 13771 reads as follows:

“Unless otherwise required by law, no regulation shall be issued by an agency if it was
not included on the most recent version or update of the published Unified Regulatory
Agenda as required under Executive Order 12866, as amended, or any successor order,
unless the issuance of such regulation was approved in advance in writing by the
Director.”

e Other — choose this waiver type for all other waiver requests (i.e. not a Section 3(c)
waiver)

A Waiver Letter must be uploaded on the Manage Documents page for all waiver requests
(see below for more about uploading documents in ROCIS).

Note — If submitting a final action that is a waiver or exemption and will not be published in the
Federal Register, use the Alternate Final Citation radio button and provide a date and cite,
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which can include a URL, such as www.reginfo.qov. To be included in the EOFY Accounting,

waivers and exemptions must be recorded as final actions.

Full Waiver: Check this box if all of the regulatory cost/cost savings reported shall be waived
until the next fiscal year.

Waiver Amount: For partial waivers, enter the amount of regulatory cost/cost savings reported
to be waived until the next fiscal year.

Qualitative Cost/Cost Savings Only?: Check this box if there are no quantified cost/cost savings
for this request (i.e. Cost/Cost Savings Annualized = 0).

Qualitative Cost/Cost Savings: Enter a brief description of unquantified cost/cost savings. If
additional space is needed, upload as a Supplementary Document on the Manage Documents
page (see below for more about uploading documents in ROCIS).

Cost/Cost savings associated with a transfer rule?: Check this box when costs/cost savings
beyond economic transfers determine the EO 13771 designation.

Additional Notes: Use this to provide additional information to OMB/OIRA about your request.

Save your request by selecting the ‘Save’ Button. (Data can be saved at any time during this
process). You will then be ready to add the necessary documents to your request.
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Figure 7.13:
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8. HOW TO ELECTRONICALLY ATTACH (UPLOAD) DOCUMENTS

To upload (electronically attach) documents to your EO 13771 request, click on the ‘Manage
Documents’ link on the ‘Edit EO 13771 Request’ screen. Or, mouse over ‘Package’ on your tab
row, mouse over ‘Current Package’ on the drop down list and then click on ‘Documents’.

Login: jpaez  On Behalf Of: sday1 LOGOUT
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HELP

PAPERWORK REDUCTION AL, ,""4) ADMINISTRATION

D D ¢

PACKAGE HISTORY REPORTS
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INBOX REQUEST

Current Pack:

Home Reg/Dregs Package P .
Review Type: EO13771 RINIZRIN Request
Agency/Sub-Agency: HHS/FDA

Status: Created

Last Eventlllser: Sonny Day (sday1) Last Event Date: 07/06/2018

Data

1omic Dgfta

Economic Data

Documents

EO 12866 REVIEW COSTS AND BENEI
EO 13771 ECONOMIC DATA
*Note: All monetized values are in millions of 2018 dollars, discounted at 7 percent in perpetuity

Requested 13771 Designation: v
Cost/Cost Savings Annualized - Primary Estimate 7% (Smillions):

Quantified Cost/Cost Savings Notes (Maximum 1000 characters)

Cost/Cost Savings PV - Primary Estimate ($millions):

4

Exemption Type:
Temporary Exempt Amount ($millions):

None v Permanent Exempt Amount ($millions):
Waiver Type:
None v Full Waiver Waiver Amount (Smillions):

Qualitative Cost/Cost Savings Only?
Qualitative Cost/Cost Savings (Maximum 1000

Figure 8.1: Economic Data Screen with Paths to Manage Documents Screen

With either method, the user will be presented with a new screen from which to load

documents.
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R@CIS.GOV UAT Login: jbaez  On Behalf OF: sday1 LOGOUT
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

a DR 9 Q D D |4

INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY. REFORTS

HELP

Home RegiDregs Package Current Package Documents

Review Type: EO13771 RINZRIN Request
Agency/Sub-Agency: HHSFDA
Status: Creatsd

01507-0910-RZ-001

vent: Created Last Event User: Sonny Day (sday1) Last Event Date: 07/06/2013

Manage Documents
Documents

UPLOAD NEW DOCUMENT RETURN TO DATA

Figure 8.2: Manage Documents Screen

Every EO 13771 request for a waiver requires a Waiver Letter. Other supporting documents can
be uploaded, but are not required for submission to OIRA. Use the ‘Guidance Document for Z-
RIN’ document type if an EO 12866 regulatory review request has not been submitted for the

related Z-RIN. Use the Supplementary Document type for all other supporting documentation
uploaded.

To upload a new document, click on the ‘Upload New Document’ button. A new pop-up
window will appear, prompting the user for a title and the corresponding document type. The
user will select the document type from the drop down list provided.

Upload Document x®

* Title:

* Document Type: Supplementary Document v

Document File:

Choose File | Mo file chosen

UPLOAD DOCUMENT CLOSE

Figure 8.3: Upload Document Pop-up Screen

The third field is for the name of the file that you want to upload. Click the ‘Browse’, or ‘Choose
File’ button (depends on your internet browser), and ROCIS will allow you to browse files on
your local computer to find the right document. Once you have found it, simply click on the file
name and click the ‘Open’ button. The path to the document will appear in the ROCIS window.

Finally, click the ‘Upload Document’ button, and ROCIS will attach the file electronically to your
submission.
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Open

PX

Look in: ’ @ Desktop

My Recent
Documents

5

Desktop

|

@

My Documents

v’ O 2 -

lD My Documents

4 My Computer

\:.j My Network Places
[C2)Unused Deskkop Shortcuts
G2 CMMI on 5

&‘, CyberData Email

[Z] ea rev with abstract.txt
@, Google Drive

48 Gsa Citrix

@Microsoft Visual SourceSafe 6.0
GJROCIS on P

& sharePoint

R sqldeveloper

W] weekly Reports.doc

File hame: | test.tut

Filesof type: | Al Files

[[] Open as read-only

Figure 8.4: ‘Choose File’ Pop-up Screen

Upload Document

* Title: | Test Supplementary Document 1

* Document Type: | Supplementary Document

v

Document Eile:

Choose File

UPLOAD DOCUMENT CLOSE

Figure 8.5: Upload Document Pop-up with Path to Chosen Document
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Upload Document Hd
Information about the document has been saved.
* Title: | Test Supplementary Document 1
* Document Type: | Supplementary Document A
Date Uploaded: 07/06/2018
Uploaded By: Day, Sonny
Document File: test.doc

Choose File | Mo file chosen
UPLOAD NEW VERSION CLOSE

Figure 8.6: Upload Document Pop-up after Upload

R@CIS_GOV UAT Login: jpaez  On Behalf OF: sday1 LOGOUT (3
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
LY

& o R Q [u) D ¢

INEOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REFPORTS

Home Reg/Dregs Package Current Package Documents
Review Type: EQ13771 RIN/ZRIN Request Review Id: 201807-0910-RZ-001
Agency/Sub-Agency: HHEFDA Title:
Status: Created Last Event: Upload Frimary Document Last Event User: Sonny Day (sday1) Last Event Date: 07/06/2013

Manage Documents

Documents

S T I T
07/08/2018

st Supplementary Document 1 testdoc Supplementary Document 00

Day, Sonny

To replace an existing document, click on the document title in the column above. To upload a new document, click on the "Upload New Document” button below.

UPLOAD NEW DOCUMENT RETURN TO DATA

Figure 8.7: Manage Documents Screen with Supplementary Document Uploaded

There is also now a box under the ‘Remove’ column. Should you want to delete this document,
check the box by clicking on it and click the ‘OK’ button when asked to confirm. The document

will be deleted from the ROCIS system. Documents can only be deleted from ROCIS before they
are submitted to OIRA for review. Documents deleted from ROCIS cannot be recovered.

If you want to replace an already uploaded document, click on the document’s Title link. This
will allow you to replace the existing document. You should not have more than one version of
each document type, except for Supplementary Documents (multiple are allowed), associated
with your request.
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After you have uploaded all of your documents, return to the package by clicking the “Return to
Data” button provided.

R@CIS.GOV UAT

Login: jpaez  On Behalf OF: sday1 LOGOUT (3
HOME AGENDAIREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
= Q & Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home: Reg/Dregs Package Current Package Documents

Review Type: EO13771 RINZRIN Request Review Id: 201307-0910-RZ.001
Agency/Sub-Agency: HHSIFDA Title:
Status: Created Last Event: Upload Frimary Document Last Event User: Sonny Day (sciay1) Last Event Date: 07/06/2013

Manage Documents
Documents

T o R
() 07/06/2018

Test Supplementary Document 1 testdoc

Supplementary Document 0.0 Day, Sonny

To replace an existing document, click on the document title in the column above. To upload a new document, click on the "Upload New Document” button below.

UPLOAD NEW DOCUM. NT RETURN TO DATA

Figure 8.8: Manage Documents Screen with Return to Data Button
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9. HOW TO CREATE AND EDIT AN EO 13771 PACKAGE FOR AN ICR

When you are ready to create an EO 13771 Package for an Information Collection Request
(ICR), choose ‘Request’ from the Home Row. You will see a drop down list with several items.
Select the “ICR EO13771 Package” option by highlighting it with your mouse and left-clicking
once.

"
rC)c15.6QV var Login jbaez OnBenalor syt LOGOUT

0 AGENDAR EO 13771 PAPERWORK RED ON ACT (PRA AD RATIO
Y
af [ % \Q D L
B0 uTLIMES PACKAGE HISTORY R s

RIN EO13

ICREO1¥

EOFY Acc

RGTIN Coretan s E i Created Request List

FY Agency Transfer

Criteria: St EXPORT FILTER LIST VIEW ALL

EO13771 RINZRIN

1 RINZRIN

1 RINZRIN

Showing 1 ta 4 of 4 entries

List shows all requests (No Time Limit)

Figure 9.1: Request Menu with ICR EO13771 Package Option

You will be presented with a new screen where you can search for the desired OMB Control #
(unique identifier for agency information collections assigned by ROCIS).

Type the OMB Control # in the space provided and click the Search button. If the ICR is found,
the following information is provided:

e OMB Control # (link to OMB Control # History screen)
e Latest ICR Reference #

e Date [Latest ICR was] Received by OIRA

e Agency/Sub-agency

e Status

o Title

e [Latest ICR’s] Conclusion Date (if applicable)
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R@CIS.GOV UAT Login: jbaez On Behalf OF. sday1 LOGOUT (3
HOME AGENDAREGS £0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= L ‘
o I % Q D ) ¢
INBOX. REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Request ICR EO13771 Package

Create New or Modify Existing EO 13771 Package

*Note: All monetized values are in millions of 2018 dollars, discounted at 7 percent in perpetuity
Enter OMB Control Number to create or retrieve EO 13771 Package

Related OMB Control Number: I:l

OMB Control Number:
ICR Reference Number:
Date Received By OIRA:
Agency/Sub:

Status:

Title:

Conclusion Date:

Existing EO 13771:

I K L e T

No data available in table

CANCEL

Figure 9.2: Create New or Modify Existing EO 13771 Package Screen

If there is no existing EO 13771 package for the ICR selected, click the Create New button. If an
existing EO 13771 package is found, click the Request ID link to view it.
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>
R@CIS.GOV UAT Login: jbaez  On Behalf OF. sday1 LoGouT G+
HOME AGENDA/REGS EQ 13T PAPERWORK REDUCTION ACT {PRA) ADMINISTRATION HELP
» Y
(o} I, % Q [ D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home. Reg/Dregs Request ICR EO13771 Package

Create New or Modify Existing EO 13771 Package

“Note: All monstized values are in millions of 2016 doliars, discounted at 7 percent in pamstuity

Enter OMB Control Number to create or retrieve EQ 13771 Package

Related OMB Control Number: | 0010-

OMB Control Number: 0910

ICR Reference Number:

Date Received By OIRA: 06/02/2013
Agency/Sub: HHSFDA

Status: Active

Title:

Conclusion Date: 07/07/2015

Existing EO 13771:

I S S T bt o it

Mo data available in table

CREATE NEW CANCEL

Figure 9.3: Create New or Modify Existing EO 13771 Package Screen with Create New Button
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R@CIS_GOV UAT Login: jbaez  On Benall OF: sday1 LoGouT G+
HOME AGENDAREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a I % Q D D G
INBOX REGUEST UTILITIES SEARCH PACKAGE HISTORY REFORTS
Home Reg/Dregs Request ICR EQO13771 Package

Create New or Modify Existing EO 13771 Package

“Note: All manetized values are in milliens of 2016 doliars, discounted at 7 percent in perpetuity
Enter OMB Control Number to create or retrieve EQ 13771 Package

Related OMB Control Number:

OMB Control Number: 0910-

ICR Reference Number:

Date Received By OIRA: 06/08/2015
Agency/Sub: HHSIFDA

Status: Active

Title:

Conclusion Date: 07/07/2015

Existing EQ 13771:
: T T
201807-0910-1C-002 0 6i2018 Day, Sonny HHS/FDA Created

CANCEL

Figure 9.4: Create New or Modify Existing EO 13771 Package Screen with Existing Request

If the package was for a non-final action and it was approved by OIRA, you can click the Revise
button to submit a new EO 13771 package for the desired ICR. Any number of revisions can be
submitted before the package for the final action is approved by OIRA.
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2xy
R@CIS.GOV TUAT Login: jpaez  On Behalf Of sday1 LOGOUT
HOME AGENDA/REGS. E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
@ [0 9% Q [u] ¢

INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS

Home Reg/Dregs Request ICR EQ13771 Package

Create New or Modify Existing EO 13771 Package

*Note: All manetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

Enter OMB Control Number to create or retrieve EO 13771 Package
Related OMB Centrol Number: | 0910~

‘OMB Control Number: 0810-

ICR Reference Number:

Date Received By OIRA: 06/08/2015
AgencyiSub: HHS/FDA

Status: Active

Title:

Cenclusion Date: 07/07/2015

Existing EO 13771:

201807-0910-1C-002 07/06/2018 Day, Sonny HHSIFDA Concluded-Approved

REVISE CANCEL

Figure 9.5: Create New or Modify Existing EO 13771 Package Screen with Revise Button

If the existing package is in Created or Open for Amendment status, you will be taken to the
Edit EO 13771 Request page where you can continue to update the package. If the package is
in Received or Closed for Amendment status, you will be presented with a view-only version of
the originally submitted package. If the package has already been concluded by OIRA, you will
be presented with a view-only version of the concluded package. To discuss all of the data
items for an EO 13771 Request for an ICR, we will assume that there is no existing EO 13771
package for the desired ICR.

After the request has been successfully created, the user is transferred to the ‘Edit EO 13771
Request’ screen.

Click on the Related ICR section header to view some ICR information from the Paperwork
Reduction Act (PRA) module in ROCIS. Click the OMB Control # link to see the OMB Control #
History page for that information collection.

In the EO 13771 Data section, the agency code and acronym are displayed, as well as the
unique EO 13771 Request ID automatically assigned by ROCIS to this particular request. The
“Title” of the ICR is also displayed. These items may not be changed. However, if the ICR Title
is updated in the PRA module of ROCIS, the related EO 13771 request will reflect the new ICR
Title the following day (Title is synchronized overnight).
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Also at the top of this section is a link to the ‘Manage Documents’ portion of the EO 13771
process. Those steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’

chapter in this manual.

All data items marked with an asterisk are required before a request can be submitted to OIRA.
If the item does not have an asterisk, it is optional.

m
R@CIS.GOV UAT Login foaez OnBenarCrsdayi  LOGOUT

HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

a 2% Q D D ol

INEOX REQUEST UTILITES SEARCH PACKAGE HISTORY REPORTS

Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request
RELATED ICR
EO 13771 DATA

Agency: 0810 FDA EQ13771 Request ID: 201807-0810-I1C-004 Manage Documents Economic Data

Title:

Expected Finalization Fiscal Year: | 2013 Finalization Date:

“Agency Contact: Search or select - ADD NEW CONTACT

“Type: Discontinuation Incremental Burden Reduction
Previous EQ 13771 Request:

NAICS Codes:
Line of Business/Sub-function data is available in the ICR

Figure 9.6: Edit EO 13771 Request Screen

Expected Finalization Fiscal Year is populated with the current FY by default. The next FY can be

selected, as well.

Agency Contact (required): This should be the individual that the OIRA desk officer can contact
with any questions about the EO 13771 request. ROCIS will list others that have been identified
as contacts in ROCIS. If the contact’s name appears in the list, simply select that person. If the
contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact
Administration’ page. Enter some portion of the last name of the individual that you
want to add as the Agency Contact, and then click on the ‘Search’ button.

The search results at the bottom of the screen include all matching ROCIS contacts that
have been identified as a contact in the Agenda module, the EO Reg Review module, the

PRA module and the Privacy module.
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If you see the name that you want to add as a contact, click on the Name link.

R@CIS_GOV UAT Login: jpaez  On Behalf OF sday1 LOGOUT (3
HOME AGENDAIREGS EO 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
=3 22
USERFROFILE  CHANGE  RECERTIFICATION  EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Search Contacts

ROCIS Contact Administration

Last Name:
[ search | cance ]

Note: In order fo add a new contact you must first search on the Last Name.

Please ensure that the contact you want to create is not one of the existing contacts displayed below.

0900 HHS Contact, Susan 202 555-5555 susan.contact@noemail.com 138678

Showing 1to 1of 1 entries.

Figure 9.7: Contact Administration Screen with Search Results

In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another
module. You can make Susan a contact for the EO 13771 module by clicking on the box
next to ‘E013771 Contact’ and selecting ‘Active’ radio button.

R@CIS.GOV UAl Login jbaez On Behalf OF: sday1 LOGOUT (=
HOME AGENDARREGS EO137T1 PAPERWORK REDUCTION ACT (PRA} ADMINISTRATION HELP
= © A & om
USERPROFILE  CHANGE  RECERTWICATION  EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Edit Contact

Edit Contact Detail
* Denotes Required Field.
Personal Information Address

Prefix Street Address

*First Name gysan

Middle Name
*Last Name contact City
Suffix State
Zip
Employee Number 132872
Title Communications
*Agency o0 HHS Telephane. TOD snd Fax must contsin exactly 10 digits and cen be sepersted by (. ). - or & bisnk.
Such 2= 900.009-2009, (09)9999990, 999 000 09GA snd £OUDEREITE
Sub Agency
Contact Modules *Telephone 07 555-5555 Ext.
This field is required oo
RIN Contact ® Active Inactive Fax
E-Mail sysan contact@noemail com
E013771 Contact * Active Inactive
ive
Privacy Contact Active Inactive

e T cncar |

Figure 9.8: Contact Detail Screen
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Click the ‘Save’ button to effect the change. After the information is saved, you will be
returned to the Edit EO 13771 Request screen.

If you do not see the name that you want to add as a contact in the search results, click
the Add button to create a new contact.

N
R@CIS.GOV UAT Login: jbaez  On Behal OF: sday1 LOGOUT

HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

= © 2 ;3 2

USER PROFILE CHANGE RECERTIFICATION ~ EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN

Home Administration Employee Admin Search Contacts
ROCIS Contact Administration

Last Name: | Contact

[ scwen ] cwca

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you wani o create is not one of the existing coniacts displayed below.

—

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com

Showing 1 to 1 of 1 entries

Figure 9.9: Contact Administration Screen with Add Button

The ‘New Contact Detail’ screen captures information about the new contact. Any data
item with an asterisk in front of the tag is a required field. Although ‘Email’ is not
required, it is highly recommended.

The agency data field has a drop down list from which the agency or subagency for the
contact can be selected. This is an important decision if you are associated with a
cabinet agency (except VA) or EPA. These have an agency level code which ends with
‘00’, and a number of subagencies. If the contact is associated with the agency code
only, he will appear in the drop down list for any subagencies that are part of that
agency. If heis associated with a subagency, he will only appear in the drop down list
for that subagency.

Click the Create Contact button at the bottom of the screen when you’re ready. The
new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’
screen. The contact that you have selected will be displayed.

Select the appropriate ‘Type’ value base on whether the EO 13771 package is related to a:

e Discontinuation — Full deregulation of the ICR resulting in its discontinuation of use
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o Related ICR must be discontinued in ROCIS within the Expected Finalization Fiscal

Year selected
e Incremental Burden Reduction — Partial deregulation of the ICR resulting in reduced

burden to the public

The remaining data fields on this screen are optional.

Login: jpagz  On Behalf Of: sday1 LOGOUT

R@CIS.GOV UAT

HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

a L 2% Q D D |4

INBOX. REQUEST UTILTES SEARCH PACKAGE HISTORY REPORTS

HELP

Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request

RELATED ICR
EQ 13771 DATA

EOQ13771 Request ID:  201507-0910-1C-004 Manage Documents Ecenomic Data

Agency: 0910 FDA

Title:
Expected Finalization Fiscal Year: | 2018 Finalization Date:

“Agency Contact: Search or selact - ADD NEW CONTACT

“Type: ' Discontinuation ' Incremental Burden Reduction
Previous EO 13771 Request:

NAICS Codes:
Line of Business/Sub-function data is available in the ICR

Figure 9.10: Edit EO 13771 Request Screen

Finalization Date indicates when the final deregulatory action for the ICR in question was
completed. Entering the Finalization Date field identifies the EO 13771 package as a final

action.

Previous EO 13771 Request: If you are working on a revision of a previously reviewed EO 13771
request, the Request ID for the previous request will be displayed as a link.

NAICS Codes: Enter the code(s) from the North American Industry Classification System (NAICS)
to indicate the industrial sectors that may benefit the most, either directly or indirectly, by the

action.
To add a NAICS code, click the ‘Edit’ button. In the ‘NAICS Codes’ pop-up, enter a code
(partial values will work) and click the ‘Search’ button. You can also leave the search

field blank and click the ‘Search’ button to see a list of all of the NAICS codes in ROCIS.
Select the desired NAICS codes from the ‘Available’ list (select multiple codes by holding
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the Control key down on your keyboard while clicking) and click the ‘Add’ button to
move them to the ‘Selected’ list. When you click the ‘Done’ button, all of the NAICS
codes in the ‘Selected’ list will be added to your EO 13771 request.

At this point, all of your data should be saved by selecting the ‘Save’ Button. (Data can be saved
at any time during the editing process). Click the Economic Data button to go to the Economic

Data page.

LOGOUT

Login: jcaez  Qn Behalf OF sday1

R@C[S.Gov UAT

HOME AGENDA/REGS EO 13771

Q 0 2 Q D D

INBOX REQUEST UTILITES SEARCH PACKAGE HISTORY REPORTS

PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request

RELATED ICR

EO 13771 DATA

Agency: 0010 FDA EQ13771 Request ID:  201807-0910-1C-004 Manage Documents

Title:
Finalization Date:

Expected Finalization Fiscal Year: | 2015
*Agency Contact: |Cy Search or select -

“Type: Discontinuation Incremental Burden Reduction
Previous EO 13771 Request:

NAICS Codes:
Line of Business/Sub-function data is available in the ICR

@' SAVE DELETE CHECK FOR COMPLETENESS m CANCEL

Figure 9.11: Edit EO 13771 Request Screen with Economic Data Button/Link

In the EO 13771 Economic Data section, there is a link to the ‘Manage Documents’ portion of
the EO 13771 process. That will be discussed in the ‘HOW TO Electronically Attach (Upload)

Documents’ chapter of this manual.

All data items marked with an asterisk are required before a request can be submitted to OIRA.

If the item does not have an asterisk, it is optional.
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R@C[S_GOV UAl Login: jbaez  On Behalf Of: sday1 LOGOUT

HOME 'AGENDA/REGS EQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

a D 9 Q D D ¢

INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS

Home Reg/Dregs Package Current Package Economic Data

Review Type: EO13771 ICR Request Review Id: 201807-0910-1C-004
Agency/Sub-Agency: HHS/FDA Title:
Status: Crested Last Event: Crested Last Event User: Sonny Day (sday1} Last Event Date: 07/06/2013

Economic Data
*Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in parpetuity Manage Documents

Cost Savings Annualized - Primary Estimate 7% ($millions): Cost Savings PV - Primary Estimate ($millions): | 0.0
Quantified Cost Savings Notes (Maximum 1000 characters)

Qualitative Cost Savings Only?
Qualitative Cost Savings (Maximum 1000 characters)

Cost savings associated with a transfer rule?

Additional Notes (Maximum 3000 characters)

| reuwrooan | e | cancer ]
Figure 9.12: Economic Data Screen

Note: For FY2018, all monetized values entered into ROCIS are in millions of 2016 dollars,
discounted at 7 percent in perpetuity. If and when this changes, ROCIS will always display the
year dollars and discount rate to use when entering monetized values in the EO 13771 module.

Cost Savings Annualized - Primary Estimate 7%: Absolute value of primary estimate of
annualized cost savings, at 7% discount rate, in millions of dollars.

Cost Savings PV: Primary Estimate is automatically calculated by ROCIS and cannot be changed.

Quantified Cost Savings Notes: Enter any additional notes regarding the cost savings data
entered above for OIRA to consider during review.

Qualitative Cost Savings Only?: Check this box if there are no quantified cost savings for this
request (i.e. Cost Savings Annualized = 0).

Qualitative Cost Savings: Enter a brief description of unquantified cost savings. If additional
space is needed, upload as a Supplementary Document on the Manage Documents page (see
below for more about uploading documents in ROCIS).

Cost savings associated with a transfer rule?: Check this box when cost savings beyond
economic transfers determine the EO 13771 designation as ‘Deregulatory’.
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Additional Notes: Use this to provide additional information to OMB/OIRA about your request.

Save your request by selecting the ‘Save’ Button. (Data can be saved at any time during this
process). You will then be ready to add the necessary documents to your request. Those steps

are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.

r(C)c1s.Gov a1
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“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity Manage Documents
Cost Savings Annualized - Primary Estimate 7% (Smillions):

Cost Savings PV - Primary Estimate ($millions): | 0.0
Quantified Cost Savings Notes (Maximum 1000 characters)

Qualitative Cost Savings Only?
Qualitative Cost Savings (Maximum 1000 characters)

Cost savings associated with a transfer rule?

Notes i 3000

i

RETURN TO DAL l SAVE l CANCEL

Figure 9.13: Economic Data Screen with ‘Save’ Button
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10. HOW TO SusMmIT AN EO 13771 REQUEST

After entering all required data and uploading the necessary documents, you may want to
perform a ‘Check for Completeness’ by selecting the button with that label at the bottom of the
‘Edit EO 13771 Request’ screen. ROCIS will do a validation of the data and documents. The
result of the validation will be displayed at the top of the screen. ROCIS will either advise you
that the request is complete, or notify you to provide information on what is missing.

R@CIS_GOV UAT Login jbaez On Behalf OF: sday1 LoGOUT (5
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
Q [ % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request
RELATED RIN »
RELATED EOQ 12866 REVIEW PACKAGE »

EO 13771 DATA

Agency: 0910 FDA EOQ13771 Request ID:  201507-0910-RZ-001 Manage Documents Ecenomic Data
“Title: Expected Finalization Fiscal Year:
“Agency Contact:
® Final Rule FR Citation Alternate Final Citation Requestis considered FINAL once Citation/Finalization Date is proviced
Federal Register Citation: Citation/Finalization Date:
JFR |

Statutorily/Judicially Required?
Required to set a standard by a specific date?
CRA or related legislative rescission? CRA Fiscal Year: I:l

Previous EO 13771 Request: 201305-0010-RZ-031

N E ] 00 JOINT RIN

Mo data available in table

Joint Agencies: |, Search or select B Ao somT AceNcY

Mo data available in table

ECONOMIC DATA vecere  cHeck For compLETENESs | susmIT CANCEL

Figure 10.1: Edit EO 13771 Request ‘Check for Completeness’ Button
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2
R@CIS.GOV UAT Login: jbaez  On Behalf O sday1 LoGOUT (>
HOME AGENDA/REGS EQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
EE n
£ L % Q i D [
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Package Current Package Data

‘ ° Please specify contact by selecting from available contact(s) ‘

Edit EO 13771 Request
RELATED RIN »
RELATED EO 12866 REVIEW PACKAGE 3

EO 13771 DATA

Agency: 0910 FDA EO13771 Request ID:  201807-0910-RZ-001 Manage Documents Economic Data
“Title: Expected Finalization Fiscal Year:

“Agency Contact:

C, Search or select L Ao NEw contacT

® Final Rule FR Citation Alternate Final Citation Reguest is considered FINAL once Citatien/Finalization Date is provided.
Federal Register Citation: Citation/Finalization Date:

7R |

StatutorilyJudicially Required?

Required to set a standard by a specific date?
FDA or ralatad lamiclativa racriecinn? FDA Cieral Vaar

Figure 10.2: Edit EO 13771 Request with Errors

e
R@CIS_GOV UAT Login: jpaez  On Behalf Of: sday1 LOGOUT (+
HOME AGENDAIREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
Q I, % Q D D C
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Current Package Data

‘ O Passes Check for Completeness. ‘

Edit EO 13771 Request

RELATED RIN »

RELATED EO 12866 REVIEW PACKAGE »

EOQ 13771 DATA

Agency: 0910 FDA EO13771 Request ID:  201807-0910-RZ-001 Manage Documents Economic Data
“Title: Expected Finalization Fiscal Year:

“Agency Contact:

Q Applewhite, Kathy - 135088 JBIl  AponEw contact

® Final Rule FR Citation Alternate Final Citation Reguest is considered FINAL once Citatien/Finalization Date is provided,
Federal Register Citation: Citation/Finalization Date:

|FR |

Statutorily/Judicially Required?
Required to set a standard by a specific date?
CRA or relatad leqislative rescission? CRA Fiscal Year:

Figure 10.3: Edit EO 13771 Request with No Errors

The request is now ready to be submitted. Whether the ‘Submit’ button is available on your
screen depends on your level of access to the EO 13771 module. If you do not have the
‘Submit’ button, save your request and notify an RDR Manager (RDRM) or RDR Agency Admin
(RDRA) at your organization that the request is ready to be submitted to OIRA. If you do not
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know who has RDRM or RDRA privileges, refer to the ‘HOW TO Use the ROCIS Employee
Administration Search’ section of this manual for steps on how to perform a search by agency
and role.

If the ‘Submit’ button does appear on your screen, simply select it. If everything looks fine, click
‘OK’ when asked to confirm. The request will immediately be submitted to OIRA, and you will
be transferred to your ‘Submitted Request List’.

5%
R@CIS.GOV UAT Login: jbaez  On Behalf OF. sdayi LOGOUT
HOME AGENDAREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
hE A
Q [0 2 Q [u] D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Current Package Data

Edit EO 13771 Request
RELATED RIN »

RELATED EO 12866 REVIEW PACKAGE »
Confirm
EO 13771 DATA
: Are you sure you want to submit the EOQ 13771 package to OIRA for review?

ments Economic Data

Agency: 0910 FDA 0K | 3 Cancel
“Title: S

2019 v
*Agency Contact:

Q, Applewnite, Kathy - 135086 - ADD NEW CONTACT

® Final Rule FR Citation Alternate Final Citation Requestis considared FINAL once Citation/Finalization Date is provised
Federal Register Citation: Citatien/Finalization Date:
FR

Statuterily/Judicially Required?
Required to set a standard by a specific date?

CRA ar related lenislative eerizsinn? RA Ficral Year

Figure 10.4: Edit EO 13771 Request Screen with Submit Confirmation Message
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11. THE REVIEW PROCESS AND OPEN/CLOSE FOR AMENDMENT

When the EO 13771 request is submitted, the ROCIS system saves the agency submission
(request data and documents), and that submission record is never altered. Instead, at the
same time, the system makes an exact copy of the submission and provides it to OIRA. While
the EO 13771 package is under review, OIRA may request that the agency make changes to the
submission. These changes will be made to the OIRA copy of the record. In order for the
agency to make changes to the OIRA version of the submission, an OIRA desk officer must open
the record for amendment. Such an action on the part of OIRA will show as a change of status
in the submitted box for the agency. The status will be changed to ‘Open for Amendment’.
Once a request has this status, the agency can update the submission by clicking on the
Request ID in the submitted list, and making the changes discussed with OIRA.

You will see the status change to ‘Open for Amendment’ in the status column of the request in
your ‘Submitted’ box.

R
R@CISGOV TAT Login: joaez  On Behalf Of. sday1 LOGoUT
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
LY
& 0 2 Q D ¢C
INBOX REQUEST uTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs inbox Submitted Request List

Submitted Request List

Criteria: Status=(Received in OIRA, Open for Amendment, Closed for Amendment), EXPORT FILTER LIST VIEW ALL

0610112018 2018 HHS Training (7= dim

2018_Agenda_Wor

051712018 HHSIACF Migrate, Open for
Spring_2018_Agenda_Worksheet Amendment Ri

0511712018 HHS/FDA Migrate. Open for
Spring_2018_Agenda_Worksheet | Amendment

0sn72m8 HHSIACF Migrate. Openfor  E
Spring_?018_Agenda_Workshest Amendment R

0sM7/2018 | HHSIA CcF Open for
_Worksheet | Amendment | R
051772018 SIGM: Open for
Worksheet Amendment R
051772018 HHS/CM: Gpen for
j_2018_Agends_Worksheet Amendment | R
057208 HHSIACF Migrate. Open for
Spring_2018_Agenda_Worksheet Amendment R
051772018 HHS/HRSA Migrate. Openfor  |EQ137T1
Spring_2018_Agenda_Worksheet Amendment | RINZRIN
Request
Showing 1 to 10 of 191 entries 2 | 3 [ 4| 5 | Next | Last

List shows all raquests (No Time Limit),

Figure 11.1: Submitted Request List Screen with Open for Amendment Request

To make changes to the package, select it by clicking on the Request ID.
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Every item can be changed when a submission is opened for amendment.

Users may also upload new versions of documents while the package is ‘Open for Amendment’.
You should always upload a new version of an existing document when replacing a previous
version with an updated version, rather than uploading new documents. Uploading new
documents will result in duplicates of document types. To upload a new version, click on the
document name. The process to browse your local desktop files will be the same as it was
before. When the new document is uploaded, it will show as another version of the same type
of document.

When the necessary changes to the review package have been made, an RDR Agency Admin
(RDRA) or RDR Manager (RDRM) user should select the ‘Resubmit’ button at the bottom of the
‘Edit EO 13771 Request’ screen. This will change the status to ‘Closed for Amendment’, thus
notifying the OIRA desk officer that the changes are completed. The OIRA desk officer also has
the ability to change the status to ‘Closed for Amendment’ at any time.

X
R@C[S.GOV TUAT Login: jpaez  On Behalf Of. sday1 LOGOUT
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
L Y
Q I s Q D D L
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Agency Amend Package Data

Edit EO 13771 Request
RELATED RIN 3
RELATED EO 12866 REVIEW PACKAGE »

EO 13771 DATA

Agency: 0910 FDA EO13771 Request ID: 201805-0910-RZ-048 Manage Documents Economic Data
“Title: Expected Finalization Fiscal Year:
2018 v

“Agency Contact:

% Search or seleci = ADD NEW CONTACT
*® Final Rule FR Citation Alternate Final Citation Reguest is considered FINAL once Citation/Finalizatien Date

Federal Register Citation: Citation/Finalization Date:
FR

Statutorily/Judicially Required?
Required to set a standard by a specific date?
CRA or related legislative rescission? CRA Fiscal Year:

Previous EO 13771 Request:

No data available in table

Joint Agencies: |, Search or select B4l  ADD JOINT AGENCY

ECONOMIC DATA m ‘CHECK FOR COMPLETENESS RESUBMIT AMENDED EO137T1 PA

Figure 11.2: Edit EO 13771 Request Screen with Resubmit Button

No data available in table
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ROCIS will automatically transfer you back to your ‘Submitted’ list, where you can view the
change in status.

R@CIS-GOV UAT Login: jpaez  On Behalf Of: sday1 LOGOUT (3
HOME AGENDA/REGS EO13TT1 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
Q 0 b Q [u] D L
INBOX REQUEST uTILTIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Inbox Submitted Request List

Submitted Request List

Criteria: Status=(Received in OIRA, Open for Amendment, Closed for Amandment); EXPORT FILTER LIST VIEW ALL
Request . ..| Submitted _ | Fiscal P & S

201805.0810- 051712018 HHSIFDA Migrate,
RZ 048

Spring_2018_Agenda_Works]

Closed for
gt Amendment

Open for
Spring_2013_Agenda_Worksheet | Amendment | R

05/17/2018 HHS/IFDA Migrate.

2018050570 051712018 HHSIACF

Migrate, Open for EO13771
RZ002 Spring_2013_Agenda_Worksheet Amendment  RINZRIN
Request
2 051712018 HHSIOCR Migrate. Open for E
R Spring_2013_Agenda_Worksheet | Amendment | RIN
2013050810 051712018 HHS/FDA Migrate. Open for EO13771
RZ059 Spring_2018_Agenda_Worksheet Amendment  RINZRIN
Request
2 051712018 HHSICMS Migrate. Open for

Spring_2018_Agenda_Workshest | Amendment

201805-0910- 05/17/2018 HHS/FDA
RZ024

Migrate. Open for EO13771

Spiing_20115_Agenda_Worksheet Amendment  RINZRIN
Request
0SH712018 HHSICMS Migrate. Open for E
Spring_2015_Agenda_Workshest | Amendment  RINZRIN
Request
201805-0938- 05712018 HHSICMS Migrate, Open for EO13771
RZ-018 Spring_2018_Agenda_Worksheet Amendment  RINZZRIN
Request
38- 051712018 HHSICMS Migrate Open for
R Spring_2018_Agenda_Worksheet | Amendment R
Showing 1to 10 of 191 entries. 2 3 4 5 Next Last

List shows all requests (No Time Limit).

Figure 11.3: Submitted Request List Screen with Closed for Amendment

Once the status is changed to ‘Closed for Amendment’, the modifications made to the OIRA
record will no longer be viewable by the agency. When an agency user views the submission,
the user will be looking at the original version of the submission, not the modified copy under
review at OIRA. That will be true until the review is concluded by OIRA. Once the review is
concluded, the OIRA version of the record will become the default displayed version of the
review. However, the agency can always choose to look at the original submission by going to
the Package menu in the navigation toolbar and choosing the ‘Agency Submitted Package’
option.
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12. THE CONCLUSION PROCESS

When OIRA concludes review of the EO 13771 submission, ROCIS will display the submission in
the agency’s Concluded Request List. The agency can review all the information on the

concluded review by clicking on the Request ID. OIRA can conclude the review with any of a
number of actions.

rRc1s.cov vat

Login: joaez  On Behalf Of; sday1 LoGouT C—'
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT {PRA) ADMINISTRATION HELP
h
e [0 9, Q D D 4
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home: Reg/Dregs Inbeox Concluded Request List

Concluded Request List

Criteria: Status=(Concluded)

Request .| Concluded _ | Fiscal . -
R

201807-0910- 71062015 2018 HHS/FDA Consistent without YgO13771 ICR
Ic-002 Change quest
2018050838 070412015 2018 HHSICMS Consistent without | Y3771 RINIZRIN
RZ-007 Change jest
2018050945 0710412018 2018 HHSIOCR Consistentwith ~ ECRR771 RINIZRIN
RZ006

Change

0710412015 2018 HHSIFDA Consistentwith | EOJ771 RINZRIN
Change est
2018050910 07062015 2018 HHS/FDA Consistent without ECR771 RINIZRIN
RZ031 Change
201805-0806- 0710412015 2018 HHSIHRSA Consistent without | Ef13771 RINZRIN
RZ-005 Change ffaest
2018050910 0710412018 2018 HHS/FDA Consistent without MJO13771 RINIZRIN
RZO02

Request

Showing 1to 7 of 7 entries

List snows actions that were concluded in the last 30 days.

Figure 12.1: Concluded Request List Screen with Conclusion Actions
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13. HOW TO USE THE AGENCY ACCOUNTING TOOL

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the use of the Agency Accounting Tool. This tool provides RDRA users with a means
to view their projected End of Fiscal Year (EOFY) accounting for the current fiscal year. To
access this page, move your mouse over the ‘Utilities’ menu in the navigation toolbar and select
‘Agency Accounting Tool’ from the drop-down menu.

R@CIS.GOV UAT Login: jbaez  On Behalf OF. sdayt LoGouT 5+

PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

D @

PACKRRE HISTORY REPORTS

Cx

UTILITIES

Q

SEARCH

Agency Accounting Tool

Agency Next FY Projection Tool

FY 2018 Agency Submission Status
L4018 Ageney [Q Searchorselect  [~]

EXPORT SELECTED TAB EXPORT ALL TABS

Agency Submission Status

“Note: All manetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE h

AGENCY/ FYALLOWANCE FYALLOWANCE FYALLOWANCE FYALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE
SUBAGENCY STATUS AMOUNT($) SUBMITTEDDATE 'CONCLUDEDDATE EXISTS AMOUNT($) SUBMITTEDDATE 'CONCLUDEDDATE

0900 - HHS Concuded-Approved 09i06i2017 0912012017

TOTAL

List shows all requests (No Time Limit)

Figure 13.1: Utilities Menu with Agency Accounting Tool Option

This tool summarizes topline YTD performance as well as counts of regulatory and deregulatory

actions.

The Accounting Summary section at the top of the page shows the current FY Allowance, the
current FY Non-compliance Target (if applicable) and the previous FY Allowance.

Section 1 of the Agency Accounting Tool lists all approved cost/cost savings requests with a
finalization date (i.e. final actions that will count towards your agency’s EOFY accounting).
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R b CIS.GOV UAT Login: jbaez  On Behalf OF. sday1 LoGouT G+
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
e bl
(=} I % Q D D G
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Utilities Agency Accounting Tool

0900 HHS / 2018 - EO 13771 Agency Accounting Tool

“Note: All monetized valueg oris of 2016 dollars, discounted at J Doree

ACCOUTING SUMMARY:

Fiscal Year (2018) Allowance: (Concluded-Approved)

Fiscal Year (2018) Noncompliance Target:

Fiscal Year (2017) Accounting Balance:

SECTION 1. ISSUED FINAL EO 13771 ACTIONS (FINAL ACTIONS PUBLISHED WITHIN THE FISCAL YEAR)

Citation . o
B itation/Others.
- e

201805 0910-FDA 2018 05172018  O7/04/2018 |
0810-RZ.

063

201805 0838 - CMS 018 05/17/2015 | D7/04i2016 4|
0838-RZ.

o7

201805 0945-OCR 2018 0511772018  D7/04i2018 7|

Section 1 - Subtotal

Section 1 - Final EO Balance (A)

Figure 13.2: Agency Accounting Tool Screen with Accounting Summary and Section 1

Section 2 lists all approved, non-final cost/cost savings requests for any fiscal year. If OIRA ever
approved a non-final action for your agency and you have not yet submitted a final revision (i.e.
with FR citation or finalization date) for the same RIN or OMB Control #, it will be listed in
section 2. You can check the box to the right of any request in this section to include it in the
‘Projected’ totals in the YTD Accounting Summary sections at the bottom of the page.

Section 3 lists all cost/cost savings requests pending review at OIRA. You can check the box to
the right of any request in this section to include it in the ‘Projected’ totals in the YTD
Accounting Summary sections at the bottom of the page.
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201805 0945 - OCR 2018 05/17/2018  07/04/2015 07032018 v

Section 1 - Subtotal

Section 1 - Final EO Balance (A)

hd
o o WaiveriTemp | Permanent

Concluded | Citation | Citation/ o Annualized 4 . Net Annualized

= ==
201204-0930- 0930 - SAMHSA 2018 04/30/2018 0413072018 NIA @
IC-001
201805-0906- 0906 - HRSA 2018 051712018 | OTI04/2013 NiA '
RZ-005
201805-0910- 0910 - FDA 2018 054702015  07/04/2013 NIA @
RZ 002
2013050610 0910- FDA 018 0541702018 | O7/06/2013 NA
RZ031
201807-0910- 0910 - FDA 2018 071062018  07/06/2018 NIA ]

Ic-002

Section 2 - Subtotal

Section 2 - Concluded EQ Projected Balance (B)

hd
o o WaiveriTemp | Permanent
Citation | Citation/ o Annualized 4 . Net Annualized
==
NIA [ 0 o @

201805 0906 - HRSA 2018 051712018 Deregulatory 0

0906-1C-001

201805- 0306 - HRSA 2018 051712018 NIA Deregulatory 0 o o 0
0906-1C-002

Figure 13.3: Agency Accounting Tool Screen with Section 2 and Section 3
Section 4A lists all approved inter-agency transfer requests.

Section 4B lists all inter-agency transfer requests pending review at OIRA. You can check the
box to the right of any request in this section to include it in the ‘Projected’ totals in the YTD
Accounting Summary sections at the bottom of the page.

Section 5 displays the carryover balance from the previous FY. By default, the projected
summary calculations will include carryover balance from previous FY. However, you can enter
a different value to see how it impacts the projected summary calculations at the bottom of the

page.
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0991 - 05 2018 0511712018 NIA

Section 3 - Subtotal

Section 3 - Pending EO Projected Balance (C)

=
- Net
- - - Received Transferred
0 o o

No dsta available in table
Section 4.a - Subtotal

Section 4.a - Final Agency Transfer Balance (D) 0

SECTION 4.B EO 13771 INTER-AGENCY TRANSFERS (ACTIONS FOR WHICH REVIEW IS PENDING WITHIN THE FISCAL YEAR)

Training 06/01/2018 0345 - OMB %]

-
RequestID — - = To Agency/SubA; e et VR ETE 'I'mm"f:: "
= Agency/sunagency — oyl gency Amount{$) Amount{$) e
201806-0500-TR-500 0900 - HHS ]
0

Section 4.b - Subtotal

Section 4.b - ConcludediPending Agency Transfer Projected Balance (E)

< SECTION 5. EO 13771 CARRYOVER (CARRYOVER COSTS (SAVING S/BANK) FROM PREVIOUS FISCAL YEAR.) >

INCLUDE CARRYOVER BALANCE? (¢
Accounting Summary - Fiscal Year (2017) Cumulative Carryover Balance (F)

Specify portion of carryover balance to include (change default value here) (G) I:l

i TE (YTD) ING TOOL

COMPLIANCE BALANCE as of 07/06/20138
Actual Projected

Actions

Figure 13.4: Agency Accounting Tool Screen with Section 4A, Section 4B and Section 5

The summary sections at the bottom of the page are split into 2 columns: ‘Actual’ and
‘Projected’. The ‘Actual’ column only includes approved, final requests and carryover from
previous FY (i.e. Section 1, Section 4A and previous FY carryover balance from Section 5). The
‘Projected’ column includes the value from the ‘Actual’ column plus any non-final and/or

pending requests selected in Section 2, Section 3 and Section 4b and the portion of carryover
entered in Section 5 (if applicable).
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SPTLIY P U1 L JUVE] BAIEIILE W IIUE (LIPS USIEIL YIS e

Projected

Final Actions (Published and final, Section JifA)
Concluded Actions (Review concluded, awaiting publication, Sectiogl)(B)
Pending Actions (Review pending or in process, Sectij

Total Actions (Total balance for Final, Concluded, and/or Pending actions, Sections 1-3)(AlB+C)

Inter-agencyl ransfers
Transfers (Final-action-based transfers, Secqin 4.a) (D)
Projected Inter-agency Transfers (C tion-based transfers, Sedllon 4.b}(E)

Total Inter-agency Transfers Balance (Tetal balance for final and projected transfers, Sectiofg4)(D+E)

Carryover
Fiscal Year 2017 Carryover (Previous fiscal year carryover balance as apportioned, Sflktion ) (F)

Projected Camyover (Includes concluded/pending actions, Sdlition 5) (G)

¥TD ACCOUNTING (BALANCE BASED ON TED JECTIONS WITHIN THIS ACCOUNTING TOOL PAGE)

Actual Projected

Final Actions (Actual)l Final + Pending Actions (Projected) (ANet

YTD Balance, Net of Allowance (I=A+B-+
Inter-agency Transfer:

Final Actions (Actual)/ Final + Pending Actions (Projected) (D+E)

YTD Actual Balance. Net of Allowance and Inter-aaency Transfers (J=1+D+E}

Figure 13.5: Agency Accounting Tool Screen with Actual and Projected Totals

The YTD Accounting Tool Summary section displays a summary of total actions, total transfers
and carryover balance.

Specify portion of carryover balance to include

YEAR-TO-DATE (¥YTD) ACCOUNTING TOOL SUMMARY

COMPLIANCE BALANCE as of DZcess

Actual Projected

Actions
Final Actions (Published and final, Section 1)(A)

Concluded Actions (Review concluded, awaiting publication, Section 2)(B)
Pending Actions (Review pending or in process, Section 3)(C)

Total Actions (Total balance for Final, Concluded, and/or Pending actions, Sections 1-3)(A+B+C)
Inter-agency Transfers

Inter-agency Transfers (Final-action-based transfers, Section 4.a) (D)

Projected Infer-agency Transfers (Concluded/pending action-based transfers, Section 4.b)(E)

Total Inter-agency Transfers Balance (Tetal balance for final and projected transfers, Section 4)(D+E)
Carryover

Fiscal Year 2017 Carryover (Previous fiscal year carryover balance as apportioned, Section 5) (F)

Projected Camyover (Includes concluded/pending actions, Section 5) (G]

YTD ACCOUNTING (BALANCE BASED ON DESIGNATED SECTIONS WITHIN THIS ACCOUNTING TOOL PAGE)

Figure 13.6: Agency Accounting Tool Screen with YTD Accounting Tool Summary

The YTD Accounting (Balance) section displays the net balance with respect to the FY Allowance
including inter-agency transfers.

The YTD Accounting Summary section displays the YTD Net Balance including the Carryover
Balance. It also shows item counts and the Non-compliance Target (if applicable).
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< YTD ACCOUNTING (BALANCE BASED ON DESIGNATED SECTIONS WITHIN THIS ACCOUNTING TOOL IAE;>

i

Allowance

Fiscal Year (2018) Allowance (H):  (Concluded-Approved)

Final Actions (Actual)/ Final + Pending Actions (Projected) (A+B+C))

YTD Balance, Net of Allowance (I=A+B+C-H)
Inter-agency Transfers
Final Actions (Actual)/ Final + Pending Actions (Projected) (D+E)

YTD Actual Balance, Net of Allowance and Inter-agency Transfers (J=I+D+E)

Carryover

Fiscal Year 2017 Carryover (Previous fiscal year camyover balance as apportioned, Section 5) (F or G

YTD ACCOUNTING SUMMARY

Projected

YTD Actual Balance, Net of Allowance, Interagency Transfers, and Carryover (K=J+F or J+G)

Counts
Deregulatory
Regulatory
Other-Cost
Other-Cost Savings

Inter-agency Transfers
Non-Compliance Target

Fiscal Year (2018) Noncompliance Target (L)

YTD Non-compliance Target Balance (L+K)

Figure 13.7: Agency Accounting Tool Screen with YTD Accounting (Balance) and YTD
Accounting Summary
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The entire Agency Accounting Tool page can be exported to MS Excel.

R@)CIS.GOV UAT Login: jbaez  On Benalf OF: sday1 LOGOUT (&

HOME AGENDAREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
e A
Q o 2 Q [u] D L
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home: RegiDregs Utilities Agency Accounting Tool

EXPORT

0900 HHS /2018 - EC gency Accounting Tool

“Note: All monetized values are in millions of 2016 doliars, discounted at 7 percent in perpetuity
ACCOUTING SUMMARY:

Fiscal Year (2018) Allowance:  (Concluded-Approved)

Fiscal Year (2018) Noncompliance Target:

Fiseal Year (2017) Accounting Balance:

SECTION 1.1SSUED FINAL EQ 13771 ACTIONS (FINAL ACTIONS PUBLISHED WITHIN THE FISCAL YEAR)

A
Expected o Waiver/Temp | Permanent
RIN/Other Concluded | Citation o o Annualized 5 5 Net Annualized
5 Agency/SubAgency | Title FFo e e Citation/Others Designation | ¢1savinge(s) Exemption | Exemption | cof el g
Finalization $) $)
v

201305~ 0910 - FDA 2018 05172015  D7/04/2015
D910-RZ-
063
201305- 0633 - CMS 2018 05/17/2015 | D7/04/2015
0938-RZ-
ooz
201805~ 0945 - OCR. 2018 0572015  D7/04/2015
D945-R7.
008
Section 1 - Subtotal

Section 1 - Final EO Balance (A)

SECTION 2. CONCLUDED NON-FINAL EO 13771 ACTIONS (NON-FINAL EQ 13771 ACTIONS CONCLUDED) -

Figure 13.8: Agency Accounting Tool Screen with Export Button
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14. HOW TO USE THE NEXT FY PROJECTION TOOL

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the use of the Next FY Projection Tool. This tool provides RDRA users with an
accounting of anticipated actions to aid in FY Allowance submission and review. To access this
page, move your mouse over the ‘Utilities” menu in the navigation toolbar and select ‘Agency
Next FY Projection Tool’ from the drop-down menu.

R@C[SGOV TAT Login: jbaez  On Behalf OF: sday1 LOGOUT

PAPERWORK REDUCTION ACT {PRA)
Y

ADMINISTRATION

HISTORY REFORTS

FY 2018 Agency Submission Status
Agency | Search or select

“Note: All manetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE

0300 - HHS Concluged-Approved 09/06/2017 09/20:2017

TOTAL 0.00

List shows all requests (No Time Limit)

Figure 14.1: Utilities Menu with Next FY Projection Tool Option

The Accounting Summary section at the top of the page shows the FY Allowance for the next

fiscal year.

Section 1 of the Agency Next FY Projection Tool lists all approved, cost/cost savings waived or
temporarily exempted in the current fiscal year (i.e. waivers and temporary exemptions will
count towards your agency’s EO 13771 accounting for the following fiscal year).

Section 2 lists all approved cost/cost savings requests for the next FY without a finalization date
(i.e. not final actions that will not count towards your agency’s EOFY accounting). You can
check the box to the right of any request in this section to include it in the ‘Projected’ totals in
the YTD Accounting Summary sections at the bottom of the page. You can check the box to the
right of any request in this section to include it in the YTD Accounting Tool Summary section at
the bottom of the page.
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R@CIS.GOV UAT Login: jbaez  Cn Behalf OF: sdayd LOGOUT (4

HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
hIE h
@ D % Q D D L
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REFORTS
Home. RegiDregs Utilities Agency Next FY Projection Tool

0900 HHS /2019 - EO 13771 Agency Next FY Projection Tool

*Note: All menetized values are in millions of 2018 dolla nied at 7 percent in perpetuity
ACCOUTING SUMMARY:
Fiscal Year (2019) Allowance:  (Not Created) 0

R4
. Waiver(Temp Permanent
Citation o . - Annualized = = Net Annualized
- o -
v

ECTION 1.1SSUED FINAL EO 13771 ACTIONS (FINAL ACTIONS PUBLISHED WITHIN THE FISCAL YEAR)

201805~ 0910 - FDA 2018 0511772018 07/04/2018

0910-RZ.

083

201805~ 0945 - OCR 2018 05/17/2015 | 07/042018 L4
0945-RZ-

Section 1 - Subtotal
Section 1 - Final EO Balance (A)

-
Permanent
= Net Annualized
o o o

201805-0506- 0906 - HRSA 2019 05/17/2018  07/04/2018 NiA
RZ 005

Figure 14.2: Agency Next FY Projection Tool Screen with Accounting Summary, Section 1 and
Section 2

Section 3 lists all cost/cost savings requests for the following fiscal year that are still pending
review at OIRA. You can check the box to the right of any request in this section to include it in
the YTD Accounting Tool Summary section at the bottom of the page.
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Section 2 - Concluded EO Projected Balance (B)

A
WaiveriTemp | Permanent
Annualized . . Net Annualized
N R
]

SECTION 3. PENDING EO 13771 ACTIONS (ACTIONS SUBMITTED FOR EO 13771 REVIEW WITH EXPECTED FY FINALIZATION WITHIN THE FISCAL YEAR )

2018050810 0910- FDA 2018 05172018 NiA

RZ003

2018050810 0910- FDA 2018 05/17/2018 NiA 24
RZ-004

201805-0810- 0910- FDA 2018 05172018 Nia 7]
RZ007

201805-0810- 0910- FDA 2018 05172018 Nia 5]
RZ-009

2018050810 0910- FDA 2018 0517201 Nia

RZ010

201805-0810- 0910- FDA 2018 05172018 Nia

RZ011

201805-0910- 0910- FDA 2019 05172015 NiA

RZ012

201805-0910- 0310- FDA 2018 o0sM7R018 NiA l
RZ014

201805-0910- 0910- FDA 2019 o0sM7R018 NiA 4
RZ Q1S

201805-0910- 0310- FDA 2018 o0sM7R018 NiA l
RZ 016

NAANENGAN nain_Fna ania nEMTNMA [

Figure 14.3: Agency Next FY Projection Tool Screen with Section 3

Section 4 lists anything else that might impact your agency’s EO 13771 accounting for the next
FY (e.g. pending 2018 requests and approved, non-final 2018 requests). You can check the box
to the right of any request in this section to include it in the YTD Accounting Tool Summary
section at the bottom of the page.

201804 0330 - SAMHSA 2018 04/30/2018  04/30/2018 (]
0930-1C-001

201805 0906 - HRSA 2018 051712018 [w]
D906-1C-001

201805 0906 - HRSA 2018 051712018 (]
0906-1C-002

201805 0906 - HRSA 2018 05/17i2018 o
0906-1C-003

201805 0906 - HRSA 2018 05M7i2018

0306-RZ.DO01

201805 0306 - HRSA 2018 0511712018 o
0306-RZ-D02

201805 0806 - HRSA 2018 051712018 (]
0906 RZ-D03

2018D5- 0805 - HRSA 2018 051712018

0906-RZ-DD4

201805 0306 - HRSA 2018 051712018 (]
0906-RZ-D06

201805- 0906 - HRSA 2018 05172018 o
0906-RZ D07

201805 0906 - HRSA 2018 05M7i2018

0306-RZ-D0

201805 0810 - FDA 2018 0511712018 o
0910-RZ-D01

201805 0810 - FDA 2018 051712018 (]
0910-RZ-D0S

Figure 14.4: Agency Next FY Projection Tool Screen with Section 4

The YTD Accounting Tool Summary section displays the following information for the next FY
based on selections made in section 1 —4 above: FY Allowance, the total balance of actions
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selected, balance net of FY Allowance and item counts of deregulatory and regulatory actions
selected.

0945-RZ-002

201805- 0945- OCR 2018 051712018 07/03/2018 (]
0945-RZ.005

201805- 0970 - ACF 2018 051712018 o
0970-RZ-008

Section 4 - Subtotal

Section 4 - Catch All EO Projecied Salagentl

'YEAR-TO-DATE (YTD) ACCOUNTING TOOL SUMMAR’

COMPLIANCE BALANCE as of 07/08/2013

Fiscal Year (2019) Allowance (E):  (Not Created)
All Projected Actions (A+B+C+D)

YTD Balance, Net of Allowance (A+B+C+D-E)

Deregulatory Count

Regulatory Count

Figure 14.5: Agency Next FY Projection Tool Screen with YTD Accounting Tool Summary

The entire Agency Next FY Projection Tool page can be exported to MS Excel.

R@CIS.GOV UAT Login: jbaez  On Behalf OF. sday1 LOGOUT (5

HOME AGENDA/REGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
N A
£ L % Q [u D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home ReaiDregs Utilties ‘Agency Next FY Projection Tool

EXPORT

0900 HHS /2019 -EO 1 ¥ Next FY Projection Tool

“Note: All monstized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity
ACCOUTING SUMMARY:
Fiscal Year (2019) Allowance:  (Not Created)

SECTION 1. 1SSUED FINAL EO 13771 ACTIONS (FINAL ACTIONS PUBLISHED WITHIN THE FISCAL YEAR)

- Waiver/Temp
EO13 RINiOther Concluded Citation - - - Annualized = Net Annualized
Bl e e e s .

201805~ 0910 - FDA 0511772018 07/04/2018

0810-RZ-

063

201805~ 0945 - OCR 2018 05/17/2015 | 07/042018 L4
0945-R7-

008
Section 1 - Subtotal

Section 1 - Final EO Balance (A)
SECTION 2. CONCLUDED EO 13771 ACTIONS (EC 13771 ACTIONS FOR WHICH REVIEW CONCLUDED WITHIN PREVIOUS FISCAL YEAR AND EXPECTED FY FINALIZATION WITHIN THE FISCAL YEAR )

Ex]len wnmeanp Permanent
RIN/Other Concluded Citation Citation/ Annualized Net Annualized
M . e - E-- et v .

zm&usﬂm& 0906 - HRSA 2019 05/17/2018  07/04/2018

Figure 14.6: Agency Next FY Projection Tool Screen with Export Button
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15. HOW TO CREATE, EDIT AND SUBMIT AN FY ALLOWANCE REQUEST

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the ability to submit an FY Allowance request. Your agency’s FY Allowance (i.e. cost
allowance or cost cap) will be used to determine your agency’s compliance with EO 13771
requirements. Any cost/cost savings balance for a given FY over or under the FY Allowance will
be applied to your carryover balance from the previous FY. To create an FY Allowance request,
move your mouse over the ‘Request’ menu in the navigation toolbar and select ‘FY Allowance’
from the drop-down menu.

R@CIS.GOV UAT Login joacz OnBenaiOf scayt  LOGOUT G

AGENDA/REG. EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

9 [u] D 4

UTILITIES SEARCH PACKAGE HISTORY REPORTS

INEOX. REQUEST

Home AWncy Submission Status

RIN EO13771 Package

ICR EO13771 Package

FY 2018 Agency Submission Status
FiscalYear (02015 7] Agoncy [Qseachorseet  [7]

EQFY Accounting

FY Allowance

FY Non-Compliance Plan
P ST e sE EXPORT SELECTED TAB EXPORT ALL TABS

“Note: All monetiz2e l@ s of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

.
AGENCY/ FYALLOWANCE FYALLOWANCE FYALLOWANCE OWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE 2019 ALLOWANCE
SUBAGENCY STATUS AMOUNT(S$) SUBMITTEDDATE CONCLUDEDDATE EXISTS AMOUNT(S) SUBMITTEDDATE CONCLUDEDDATE

0900 - HHS Coneluded-Approved 09/06/2017 09/2012017

TOTAL 0.00

List shows all requests (No Time Limit).

Figure 15.1: Request Menu with FY Allowance Option
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On the Allowance Request page, select the fiscal year and agency and click the ‘Create’ button.

R@CIS.GOV UAT Login:bsez OnSenalfOfsdayl  LOGOUT
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
L Y
= I 2o Q D ) ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Request FY Allowance

Allowance Request

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

“Fiscal Year: 2018 v

“Agency: i 0900 HHS -
CREATE CANCEL

Figure 15.2: Allowance Request Screen with Create Button

If there is no existing FY Allowance request for the fiscal year and agency selected, the next
page you will see is the ‘Allowance Request Data’ screen. If an existing FY Allowance package is

found, click the Request ID link to view it.

R@CIS.GOV UAT Login jooez OnBehatOr sday  LOGOUT
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
LD A
= [ g, Q [ D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Request FY Allowance

‘ ° Allowance Request already exists for this agency HHS for £Y 2018

Allowance Request

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

“Fiscal Year: 2018 v

“Agency:

»—S HHS FY2018 Allowance Request | Concluded-Approved | DS/06/2017 082012017
CREATE CANCEL

Figure 15.3: Allowance Request Screen with Existing Request

If the existing package is in Created or Open for Amendment status, you will be taken to the
Allowance Request Data page where you can continue to update the package. If the package is
in Received or Closed for Amendment status, you will be presented with a view-only version of
the originally submitted package. If the package has already been concluded by OIRA, you will
be presented with a view-only version of the concluded package.
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After the request has been successfully created, the user is transferred to the ‘Allowance
Request Data’ screen.

The request title, agency code/acronym and date are displayed, as well as the unique EO 13771
Request ID automatically assigned by ROCIS to this particular request. These items may not be
changed.

Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process. Those
steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.

R@CIS.GOV UAT Login: jbaez  On Behalf Of: sday1 LOGOUT

HOME AGENDA/REGS EO 1311 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

a D L Q D D 4

INEOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORT§

Home RegiDregs Package Current Package Data

HHS FY2019 Allowance Request Data

“Note: All manetized values are in millions of 2016 dellars, discounted at 7 percent in perpetuity

Title: HHS FY2019 Allowance Request Manage Documents
Date: 07/06/2018 Agency: 0900 HHS
Allowance Review ID: 201807-0900-AL-001

Accounting Tool Next FY Projection Tool

FY2019 Allowance Request Amount ® Cost () Savings {Annuslized value in Millions/Year)

Figure 15.4: Allowance Request Data Screen
Select whether the FY Allowance being requested is a ‘Cost’ (+) or ‘Savings’ (-).

Enter the absolute value of annualized cost/cost savings in millions for the FY Allowance being
requested.

Save your request by selecting the ‘Save’ Button. (Data can be saved at any time during this
process). You will then be ready to add the necessary documents to your request. Those steps
are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.
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R@CIS.GOV UAT Lognijbaez OnBenaiof sty LOGOUTC
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
H R
a D % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORT S
Home RegiDregs Package Current Package Data

HHS FY2019 Allowance Request Data

“Note: All monetized values are in millions of 2016 doliars, discounted at 7 percent in perpetuity

Title: HHS FY2012 Allowance Request Manage Documents
Date: 07/06/2018 Agency: 0900 HHS
Allowance Review ID: 201307-0900-AL-001

Accounting Too Next FY Projection Tool

FY2019 Allowance Request Amount ® Cost () Savings |:| (Annualized value in Milicns/Year)
petere | susmr W cancel

Figure 15.5: Allowance Request Data Screen with ‘Save’ Button

The request is now ready to be submitted. Click the ‘Submit’ button. The request will
immediately be submitted to OIRA, and you will be transferred to your ‘Submitted Request

List’.

R@CIS_GOV UAT Login: jpaez  On Benalf Of: sday1 LOGOUT (+
HOME AGENDAIREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
1Y
(= [ % Q D D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REFPORTS
Home Reg/Dregs Package Current Package Data

HHS FY2019 Allowance Request Data

“Note: All monatized values are in millions of 2016 dellars, discounted at 7 percent in perpetuity

Title: HHS FY2019 Allowance Request Manage Documents
Date: 07/06/2018 Agency: 0900 HHS
Allowance Review ID: 201307-0900-AL-001

Accounting Tool Nexi FY Projection Tool

FY2019 Allowance Request Amount ® Cost O Savings |:|:»’-ﬂrmhzedm\wln Millions/Year)

Figure 15.6: Allowance Request Data Screen with ‘Submit’ Button
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16. HOW TO CREATE, EDIT AND SUBMIT AN INTER-AGENCY TRANSFER
REQUEST

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the ability to submit an Inter-agency Transfer request. Inter-agency transfer requests
are used to transfer a portion of your agency’s carryover balance (cost or cost savings) to
another agency. Upon OIRA approval, your agency’s carryover balance will be decreased by the
transfer amount and the other agency selected will see an increase in their carryover balance
for the same amount. To create an FY Agency Transfer request, move your mouse over the
‘Request’ menu in the navigation toolbar and select ‘FY Agency Transfer’ from the drop-down

menu.

R@CIS_GOV UAT Login: jbasz  On Behalf Of: sdayt LOGOUT

EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

Q D |4

SEARCH PACKAGE HISTORY. REPORTS

REQUEST UTILITIES

ency Submission Status

RIN EO13771 Package

ICR EO13771 Package

FY 2018 Agency Submission Status

EOQFY Accounting

FY Allowanc

oo Fiscal Year 2013 - Agency Search or select -
FY Noi mpliance Plan

FY Agency Transfer

“Note: All monet 29 @ s of 2016 coliars, discounted at 7 percent In pemetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE

EXPORT SELECTED TAB EXPORT ALL TABS

0800 - HHS Conciuded-Approved 08/06i2017 0812072017 2018 - Created

TOTAL 0.00

List shows all requests (No Time Limit)

Figure 16.1: Request Menu with FY Agency Transfer Option
On the Agency Transfer Request page, enter the required information:
Title: Enter a title for the inter-agency transfer request that briefly describes the purpose.

From Agency: Select the agency that the portion of the carryover balance will be transferred
from.

To Agency: Select the agency that the portion of the carryover balance will be transferred to.
Fiscal Year is determined by ROCIS based on the current FY for the agencies selected.

Transfer Amount: Enter the real value (i.e. use ‘-* to enter negative amount) of the portion of
the From Agency’s carryover to transfer to the To Agency.
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Notes: Provide a more detailed description of the purpose for the inter-agency transfer
request.

Create your request by selecting the ‘Create’ Button.

R@CIS.GOV UAT

Login: jbasz  On Behalf OF: sday1 LoGout G+
HOME AGENDAREGS E0 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
- L
(=} I %, Q [ D ¢
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Request FY Agency Transfer

Agency Transfer Request

“Note: All monetized values are in millions ef 2016 dellars, discounted at 7 percent in perpetuity

“Title | Transfer of Cost Savings to Agency xvZ

“From Ageney: 20560 HHE 7] Tomgeny:  Aowczm )

“Fiscal Year: “Transfer Amount (8 in Millions)
“"Notes for training

CREATE CANCEL

Figure 16.2: Agency Transfer Request Data Screen with Create Button

After the request has been successfully created, additional action buttons are displayed on the

‘Agency Transfer Request Data’ screen. Save your request by selecting the ‘Save’ Button. (Data
can be saved at any time during this process).

R@CIS.GOV UAT

Login: jpaez On Behalf Of: sday1 LOGOUT (>
HOME AGENDA/REGS EOQ 1371 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a D 2% Q D D C
INBOX REQUEST unLmes SEARCH PACKAGE HISTORY REPORTS
Home Reg/Dregs Package Current Package Data

HHS FY2018 Agency Transfer Request Data

“Note: All monetized values are in milions of 2016 collars, discounted at 7 percent in parmetuity
Date: 07/06/2018
AgencyTransfer Review ID: 201307-0800-TR-001

Agency: 0900 HHS

“Title Transfer of Cost Savings ta Agency XYZ |
“Fiscal Year: 2018 “Transfer Amount (8 in Millions)
*From Agency: 0900 HHS  *To Agency: [@osicea v

“Notes

for training

4
@ HECK FOR COMPLETENESS DELETE m CANCE

Figure 16.3: Agency Transfer Request Data Screen with Save Button
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The request is now ready to be submitted. Click the ‘Submit’ button. You will be transferred to
your ‘Submitted Request List’.

R@CIS.GOV UAT

Login: jpaez  On Behalf Of: sday1 LOGOUT (+
HOME AGENDA/REGS EOQ 13771

PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

e D % Q D D | 4

REQUEST UTILMES SEARCH PACKAGE

HISTORY. REPORTS
Home Reg/Dregs Package Current Package Data

HHS FY2018 Agency Transfer Request Data

“Note: All monetized values are in miliens of 2016 dollars, discounted at 7 percent in peretuity
Date: 07/06/2018

Agency: 0900 HHS
AgencyTransfer Review ID: 201807-0800-TR-001

“Title

Transfer of Cost Savings to Agency XYZ

“Fiscal Year: 2018

“Transfer Amount (S in Millions)

“From Agency: 0000HHS  *To Agency: Q0331 CEQ n

*Notes

for training

4

Figure 16.4: Agency Transfer Request Data Screen with ‘Submit’ Button
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17. HOW TO CREATE, EDIT AND SUBMIT AN EOFY ACCOUNTING
REQUEST

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the ability to submit their agency’s End of Fiscal Year (EOFY) Accounting request. This
is the last request submitted for a given fiscal year. When your EOFY Accounting request is
approved by OIRA, EO 13771 submissions for the given FY are considered final and any new
cost/cost savings requests created for the agency will be for the following fiscal year. To create
an EOFY Accounting Request request, move your mouse over the ‘Request’ menu in the
navigation toolbar and select ‘EOFY Accounting’ from the drop-down menu.

LOGOUT

X
R@C[SGOV UAT Login: jpaez  On Behalf Of sday1
AGENDARE. S EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

% Q [u] ¢

UTILITIES SEARCH PACKAGE HISTORY REPORTS

.

INEOX REQUEST

Home RIN EO13771 Package figency Submission Status

ICR EQ13771 Package

FY 2018 Agency Submission Status

EOFY Accounting

P e Fiscal Year | 2013 - Agency | Search or select

EXPORT SELECTED TAB EXPORT ALL TABS

FY Non-Compliance Plan

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE

0300 - HHS Concluded-Approved 08/06/2017

TOTAL

List shows all requests (No Time Limit)

Figure 17.1: Request Menu with EOFY Accounting Option
The Title of the request is automatically generated by ROCIS based on the agency selected.
Fiscal Year is determined by ROCIS based on the current FY for the agency selected.
Agency: Select the agency that you want to finalize EO 13771 reporting for.

Create your request by selecting the ‘Create’ Button.
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e
R@CIS_GOV UAT Login: jpaez  On Behalf OF; sday1 LoGout
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a [0 9% Q [u] ¢
NBOX  REQUEST TLTES  SEARCH PACKAGE HISTORY REPORTS

HHS 2018 EOFY Accounting Submission Request

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

“Title:
HHS 2018 EOFY Accounting Submission

“Fiscal Year:

2018

“Agency:
0900 HHY -

@ -

Figure 17.2: EOFY Accounting Submission Request Screen with Create Button

If there is no existing EOFY Accounting request for the agency selected, the next page you will
see is the ‘EOFY Accounting Submission’ screen. If an existing EOFY Accounting package is
found, click the Request ID link to view it. If the existing package is in Created or Open for
Amendment status, you will be taken to the Allowance Request Data page where you can
continue to update the package. If the package is in Received or Closed for Amendment status,
you will be presented with a view-only version of the originally submitted package. If the
package has already been concluded by OIRA, you will be presented with a view-only version of
the concluded package.

After the request has been successfully created, the user is transferred to the ‘EOFY Accounting

Submission’ screen.

The request title, agency code/acronym and date are displayed, as well as the unique EO 13771
Request ID automatically assigned by ROCIS to this particular request. These items may not be
changed.

Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process. Those
steps are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.
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R@Cls.cov UAT

Login: joaez  On Behalf Of sday1 LoGouT

HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA)

a D % Q D D |4

INBOX REQUEST UTILIMES SEARCH PACKAGE HISTORY. REPORTS

ADMINISTRATION HELP

Home RegiDregs Package Current Package Data

Edit HHS 2018 EOFY Accounting Submission

View EOFY i ission for: [ 2013 v

*Note: All monetized values are in milliens of 2018 dollars, discounted at 7 percent in perpetuity

Agency: 0200 HHS
Created By: Day. Sonny
Agency Accounting Review Id: 201807-0900-AC-001

Title: HHS 2018 EOFY Accounting Submission
Created Date: 07/06/2015

Manage Documents

*Agency Contact:

[ search or select

g

SECTION 1: FY 2018 APPROVED, FINAL EO13771 ACTIONS (FINAL ACTIONS WITH "REGULATORY’ AND 'DEREGULATORY DESIGNATIONS APPROVED & PUBLISHED WITHIN THE FISCAL YEAR)

Expected Concluded Citation Clliml Pmum Net Annualized
m--E- CMS."‘-“, ]

201805-0910- 091D - FDA 2018 05-17-2018  07-04-2018

RZ-063 00:00:00  10:55:46 AM
AM

201805-0638- 0933 - CMS. 2018 05-17-2018 | 07-04-2018

RZ 007 00:00:00 1:17:38 AM
AM

ON1ANENA4R- 0945 - OCR MR NEA720M8  07-N4-2018

Figure 17.3: EOFY Accounting Submission Screen

Agency Contact (required): This should be the individual that the OIRA desk officer can contact
with any questions about the EO 13771 request. ROCIS will list others that have been identified
as contacts in ROCIS. If the contact’s name appears in the list, simply select that person. If the
contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact
Administration’ page. Enter some portion of the last name of the individual that you
want to add as the Agency Contact, and then click on the ‘Search’ button.

The search results at the bottom of the screen include all matching ROCIS contacts that

have been identified as a contact in the Agenda module, the EO Reg Review module, the
PRA module and the Privacy module.

If you see the name that you want to add as a contact, click on the Name link.
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R@CIS.GOV UAT Login: jpaez  On Behalf OF: sday1 LOGOUT (3
HOME AGENDAREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= 9 8 & o
USER PROFILE CHANGE RECERTIFICATION EMPLOYEE OIRA EMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Search Contacts

ROCIS Contact Administration

SEARC“ CANCEL

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you want o create is not one of the existing coniacts displayed below.

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com 138673

Showing 1to 1of 1 entries.

Figure 17.4: Contact Administration Screen with Search Results

In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another
module. You can make Susan a contact for the EO 13771 module by clicking on the box
next to ‘E013771 Contact’ and selecting ‘Active’ radio button.

R@CIS_GOV UAT Login: jbaez  On Benalf OF. sday1 LoGout G+
HOME AGENDA/REGS EO 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= © 2 & om
USERPROFILE  CHANGE  RECERTWICATION  EMFLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Edit Contact

Edit Contact Detail
* Denotes Required Field.
Personal Information Address

Prefix Street Address

*First Name gysan

Middle Name
*Last Name Contact City
Suffix State
Employee Number {32g72 ap
Title Communications
*Agency goop HHS Telephone, TOD snd Fas must contsin exscty 10 Sigits snd can be separsted by (, . - or 5 blank
Such =5 998-208-0099, (999)8060600, 909 090 9980 and BRECEEEELE
Sub Agency
Contact Modules * Telephone 302 555-5555 Ext.
This field is required o
RIN Contact © Active Inactive Fax
E-Mail sysan contact@noemail com
EQ13771 Contact v * Active Inactive
ive
Privacy Contact Active Inactive

Figure 17.5: Contact Detail Screen
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Click the ‘Save’ button to effect the change. After the information is saved, you will be
returned to the Edit EO 13771 Request screen.

If you do not see the name that you want to add as a contact in the search results, click
the Add button to create a new contact.

N
R@CIS.GOV UAT Login: jbaez  On Behal OF: sday1 LOGOUT

HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

= © 2 ;3 2

USER PROFILE CHANGE RECERTIFICATION ~ EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN

Home Administration Employee Admin Search Contacts
ROCIS Contact Administration

Last Name: | Contact

[ scwen ] cwca

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you wani o create is not one of the existing coniacts displayed below.

—

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com

Showing 1 to 1 of 1 entries

Figure 17.6: Contact Administration Screen with Add Button

The ‘New Contact Detail’ screen captures information about the new contact. Any data
item with an asterisk in front of the tag is a required field. Although ‘Email’ is not
required, it is highly recommended.

The agency data field has a drop down list from which the agency or subagency for the
contact can be selected. This is an important decision if you are associated with a
cabinet agency (except VA) or EPA. These have an agency level code which ends with
‘00’, and a number of subagencies. If the contact is associated with the agency code
only, he will appear in the drop down list for any subagencies that are part of that
agency. If heis associated with a subagency, he will only appear in the drop down list
for that subagency.

Click the Create Contact button at the bottom of the screen when you’re ready. The
new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’
screen. The contact that you have selected will be displayed.

Verify the information displayed in the following sections:
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Section 1 of the Agency Accounting Tool lists all approved ‘Regulatory’ and ‘Deregulatory’
cost/cost savings requests with a finalization date (i.e. final actions that will count towards your
agency’s EOFY accounting).

Section 1.1 lists all approved, final cost/cost savings requests designated as ‘Other’ (i.e. not
‘Regulatory’ or ‘Deregulatory’).

Section 1.2 lists all approved inter-agency transfer requests.

“AYENLY LUNEGCL

Q, Search or select Bl Ao new contact

SECTION 1: FY 2018 APPROVED, FINAL EQ13771 ACTIONS (FINAL ACTIONS WITH 'REGULATORY' AND 'DEREGULATORY' DESIGNATION S APPROVED & PUBLISHED WITHIN THE FISCAL YEAR) -

Permanent Net Annualized
Exemption{($) Costs/Savings($)

itati —_= Waivar/Temp
Agency/SubAgency & >
Finalization HEs B

00:00:00 10:55:46 AM

AM
201805-D836- 0838 - CMS 2018 05-17-2018 | 07-04-2018
RZ-007 00:00:00 11:17:36 AM
AM
2018050845~ 0845 - OCR 2018 05172018 | 07-D4-2018
RZ-D06 00:00:00  10:51:52 AM
AM

Total

Showing 1to 3 of 3 entries ‘

A
Permanent Net Annualized
Exemption{($) Costs/Savings($)

SECTION 1.1: FY 2018 APPROVED, FINAL EO13771 OTHER ACTIONS (FINAL ACTIONS WITH 'OTHER WITH COST/COSTSAVINGS' DESIGNATION APPROVED & PUBLISHED WITHIN THE FISCAL YEAR)

Expected .
. HINMOther S ~~Tamp
e ] ' o FY Designation = 't

ANNuanzeu
‘Agency/SubAgency Costsi5avings($)

Finalization
MNo FY 2018 Final
‘Other
CostiCostSavings'

Actions records found

Total 200 200 200 200

Shaowing 1to 1 of 1 entries

SECTION 1.2: CURRENT FY 2018 APPROVED, FINAL INTER-AGENCY TRANSFER ACTIONS (FINAL ACTIONS WITH INTER-AGENCY TRANSFER S APPROVED & PUBLISHED WITHIN THE FISCAL YEAR) -

T s |

.00 00-TR- Training 06-01-2018 14:49:14  07-06-2018 16:54:46 0348 - OMB -3.00
500 i ——

Total 0.00 3.00 -3.00

Figure 17.7: EOFY Accounting Submission Screen with Section 1, Section 1.1 and Section 1.2

Section 2 lists all pending, final cost/cost savings requests.
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‘Shmr\g1tu1 of 1 entie

SECTION 2: FY 2018 PENDING FINAL ACTIONS (FINAL ACTIONS WITH 'REGULATORY, DEREGULATORY & OTHER WITH COST/COST SAVINGS' DESIGNATION CREATED & SUBMITTED WITHIN THE FISCAL YEAR)
Expected

EO137T11
D

waverTemp
Exemption($)

Agency/SubAgency

B Costs/Savings($) Exemption($)

201805-0910- 0910 - FDA 2018 05-17-
RZ065 208
00:00:00
AM
201805-0910- 0910 - FDA 2018 05-17-
RZ-084 2018
00:00:00
AW
201805-0910- 0910 - FDA 2018 05-17-
RZ-089 208
00:00:00
AM
201805-0917- 0917 - IHS 2018 05-17-
RZ.005 2018
00:00:00
AW
201805-0938- 0938 - CMS 2018 05-17-
RZ022 208
00:00:00
AM
201805-0838- 0838 - CMS 2018 05-17-
RZ023 2018
00:00:00
AW
201805-0938- 0938 - CMS 2018 05-17-
RZ-048 208
00:00:00
AM
2HMANSNAAA- 0838 - CMS 2mA n5-17-

Figure 17.8: EOFY Accounting Submission Screen with Section 2

Section 2.1 lists all pending inter-agency transfer requests.

| Showing 110 13 of 13 entnes

ECTION 2.1: CURRENT FY 2018 PENDING, FINAL INTER-AGENCY TRAN SFER ACTIONS (FINAL ACTIONS WITH INTER-AGENCY TRANSFERS CREATED & SUBMITTED WITHIN THE FISCAL YEAR] -

From Agency/SubAgency . ransferred Amount{$) Net Transfer Amount($)

201807-0800-TR- 0800 - HHS Test 07-06-2018 16:58:18 0412 - AID 5.00 -5.00
00z PM

Total 0.00 5.00 -5.00

Showing 1to 1 of 1 entries |

ACCOUNTING BALANCE SUMMARY AS OF 07/06/2018
FY 2017 Carryover Balance

FY 2017 Accounting Balance
FOR ALLOWANCE

FY 2018 Allowance

FY 2018 Accounting Balance

FY 2018 Accounting Balance(Accounting Net of Allowance)

END INTED ARENCY TOANGEEDE

Figure 17.9: EOFY Accounting Submission Screen with Section 2.1
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The Accounting Balance Summary section displays compliance metrics, including previous FY
carryover balance, current FY Allowance, total inter-agency transfers, final current FY carryover

balance and item counts of final actions approved for the current FY.

ING BALANCE SUMMARY AS OF 07/0&%

017 Carryover Balance

SrUWIY 11Ul T e
2017 Accounting Balance

FOR ALLOWANCE

FY 2018 Allowance

FY 2018 Accounting Balance
ccounting Net of Allowance)

FY 2018 Accounting Balancs

FOR INTER-AGENCY TRANSFERS

FY 2018 Inter-Agency Transfer

Net of Inter-Agency Transfers)

FY 2018 Accounting Ba\ancem:coun:ir‘
FOR CARRYOVER

FY 2017 Carryover Balance
sfers and Carryover Balance)

L (CARRYOVER) BALANCE
. prior year Carryovers, Adjustments)

FY 2018 Accounting Balance(Net of Inter-Agency Tr
FY 2018 FI

(Includes Inter-Agency trans

FINAL ACTIONS COUNT

Total # of Digulatory Actions for FY 2018

Total # of Re§llatory Actions for FY 2018
it Actions for FY 2018

Total # of Other with

Total # of Other with CostSavings

FAEY Arcauntina Notas Mavimum 2000 rharartarel

Figure 17.10: EOFY Accounting Submission Screen with Accounting Balance Summary
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EOFY Accounting Notes: Enter any additional notes regarding the EOFY Accounting Submission
for OIRA to consider during review.

Save your request by selecting the ‘Save’ Button. (Data can be saved at any time during this
process). You will then be ready to add the necessary documents to your request. Those steps
are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.

FY 2018 Accounting Bal: A unting Net of All e)

FOR INTER-AGENCY TRANSFERS
FY 2018 Inter-Agency Transfer

FY 2018 Accounting Balance(Accounting Net of Inter-Agency Transfers)

FOR CARRYOVER
FY 2017 Carryover Balance
FY 2018 Accounting Balance(Net of Inter-Agency Transfers and Carryover Balance)
FY 2018 FINAL (CARRYOVER) BALANCE

(Includes Inter-Agency transfers, prior year Carryovers, Adjustments)

FINAL ACTIONS COUNT
Total # of Deregulatory Actions for FY 2018
Total # of Regulatory Actions for FY 2018
Total # of Other with Cost Actions for FY 2018

Total # of Other with CostSavings Actions for FY 2018

EOFY ing Notes. il 2000

@ DELETE CHECK FOR COMPLETENESS CANCEL

bmit' button is disabled as there are pending final actions exists for approval.

Figure 17.11: EOFY Accounting Submission Screen with ‘Save’ Button
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The request is now ready to be submitted. Click the ‘Submit’ button on the ‘EOFY Accounting
Submission’ screen. The request will be submitted to OIRA, and you will be transferred to your
‘Submitted Request List’.

The entire EOFY Accounting Submission screen can be exported to MS Excel.

2t
R@CIS_GOV UAT Login: jbaez On Behalf OF sday1 LoGouT
HOME AGENDAREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
ht A
& L % Q D D 4
INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Package Current Package Data

Edit HHS 2018 EOFY Accounting Submission

View EOFY Accounting Submission for: | 2018 {{ v |

*Note: All monetized values are in milliens of 2018 dollars, discounted at 7 percent in perpetuity

Agency: 0200 HHS Title: HHS 2018 EOFY Accounting Submission
Created By: Day, Sonny Created Date: 07/06/2018
Agency Accounting Review Id: 201807-0900-AC-001

Manage Documents

“Agency Contact:

SECTION 1: FY 2018 APPROVED, FINAL EO13771 ACTIONS (FINAL ACTIONS WITH "REGULATORY’ AND 'DEREGULATORY DESIGNATIONS APPROVED & PUBLISHED WITHIN THE FISCAL YEAR)

El'lleﬂl:d
RIN/Gther Cm-inhd Clht..l (:ml-u Net Annualized

201805-0910- 0910 - FDA 2018 05-17-2018  07-04-2018

RZ-063 00:00:00  10:55:46 AM
AM

201805-0638- 0933 - CMS. 2018 05-17-2018 | 07-04-2018

RZ007 00:00:00 | 11:17:36 AM
AM

201ANENG45. n945 . OCR MR NEATIMMR 742048

Figure 17.12: EOFY Accounting Submission Screen with Export Button
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18. HOW TO CREATE, EDIT AND SUBMIT A NON-COMPLIANCE TARGET
REQUEST

RDR Agency Admin (RDRA) users have access to additional features in the EO 13771 module,
including the ability to submit their agency’s Non-compliance Plan and Target request for a
given fiscal year. The Non-compliance Target request can be used to submit your agency’s plan
to recover out-of-compliance costs from previous fiscal year(s). To create a Non-compliance
Target Request, move your mouse over the ‘Request’ menu in the navigation toolbar and select
‘FY Non-compliance Plan’ from the drop-down menu. You can only create a Non-compliance
Target request if your agency has a cost carryover (i.e. positive carryover balance) from the
previous fiscal year.

R@CIS.GOV UAT Login: jbaez  On Behalf OF: sdayi LOGOUT

AGENDAREGL. EOQ 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

D |4

EARCH PACKAGE HISTORY. REPORTS

REQUEST UTILITIES

RIN EO13771 Package
FY 2018 Agency Submission Status

iscal Year [0 2012 - Ageney Q0 Search or select -
FY Non-Compliance Plan

FY Agency Transfer

N’

“Note: All monetized V3 lons of 2016 dollars, discounted &l 7 percent in perpetuity

EXPORT SELECTED TAB EXPORT ALL TABS

SECTION: CURRENT STATUS OF ASSIGNED AGENCY SUBMISSIONS

FY ALLOWANCE

0900 - HHS 08/06/2017 092012017 2018 - Created

900 - DOE 09/06/2017 092012017 2018 - Created

TOTAL 0.00

List shows all requests (No Time Limit)

Figure 18.1: Request Menu with FY Non-compliance Plan Option
The Title of the request is automatically generated by ROCIS based on the agency selected.
Fiscal Year is determined by ROCIS based on the current FY for the agency selected.
Agency: Select the agency that you want to submit the Non-compliance Target request for.

Create your request by selecting the ‘Create’ Button.
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X
R@CISGOV UAT Login: jbaez  On Behalf OF sday LOGOUT
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
h
a D % Q D ¢

NBOX  REQUEST UTILITIES  SEARCH PACKAGE HISTORY REPORTS

DOE 2018 Agency Non-Compliance Target Request

*Title:

DOE 2018 Agency Non-Compliance Target Request

“Fiscal Year:

2018

“Agency:
1900 DOE| -

CREATE CANCEL

Figure 18.2: Agency Non-compliance Target Request Screen with Create Button

If there is no existing Non-compliance Target request for the agency selected, the next page you
will see is the ‘Non-compliance Target Request’ screen. If an existing Non-compliance Target
package is found, click the Request ID link to view it. If the existing package is in Created or
Open for Amendment status, you will be taken to the ‘Non-compliance Target Request’ page
where you can continue to update the package. If the package is in Received or Closed for
Amendment status, you will be presented with a view-only version of the originally submitted
package. If the package has already been concluded by OIRA, you will be presented with a
view-only version of the concluded package.

After the request has been successfully created, the user is transferred to the ‘Non-compliance
Target Request’ screen.

The request title, agency code/acronym and date are displayed, as well as the unique EO 13771
Request ID automatically assigned by ROCIS to this particular request. These items may not be
changed.

Also on this page is a link to the ‘Manage Documents’ portion of the EO 13771 process. A Non-
compliance Target Plan document must be uploaded on the Manage Documents page for all
Non-compliance Target Requests. Those steps are discussed in the ‘HOW TO Electronically
Attach (Upload) Documents’ chapter in this manual.
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e
R@C[SGOV TAT Login: jpaez  On Behalf Of. sday1 LOGOUT
HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION

a [ 2 o [u] D 4

INBOX REQUEST UTILITIES SEARCH PACKAGE HISTORY REPORTS

HELP

Home Reg/Dregs Package Current Package Data

FY 2018 DOE Non-Compliance Target Request

“Note: All monetized values are in millions of 2016 dollars, discounted at 7 percent in perpetuity

Agency: 1900 DOE Title: Agency Non-Compliance Target Request

Created By: Day, Sonny Created Date: 07/08/2012
Non-Compliance Target Request Id: 201807-1900-NC-003
“Agency Contact: Manage Documents
FY 2017 Non-Compliance Target Balancei($): (Millions/Year)

Fiscal Year: 2013 Enter Non-Compliance Target Amount(S): (Millions/Year)

DELETE CHECK FOR COMPLETENESS m CANCEL

Figure 18.3: Non-compliance Target Request Screen

Agency Contact (required): This should be the individual that the OIRA desk officer can contact
with any questions about the EO 13771 request. ROCIS will list others that have been identified
as contacts in ROCIS. If the contact’s name appears in the list, simply select that person. If the
contact is not in the list, create a new contact by selecting the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an administrative task on the ‘ROCIS Contact
Administration’ page. Enter some portion of the last name of the individual that you
want to add as the Agency Contact, and then click on the ‘Search’ button.

The search results at the bottom of the screen include all matching ROCIS contacts that
have been identified as a contact in the Agenda module, the EO Reg Review module, the
PRA module and the Privacy module.

If you see the name that you want to add as a contact, click on the Name link.
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R@CIS.GOV UAT Login: jpaez  On Behalf OF: sday1 LOGOUT (3
HOME AGENDAREGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= 9 8 & o
USER PROFILE CHANGE RECERTIFICATION EMPLOYEE OIRA EMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Search Contacts

ROCIS Contact Administration

SEARC“ CANCEL

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you want o create is not one of the existing coniacts displayed below.

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com 138673

Showing 1to 1of 1 entries.

Figure 18.4: Contact Administration Screen with Search Results

In this example, Susan Contact was selected. Susan is in ROCIS as a contact for another
module. You can make Susan a contact for the EO 13771 module by clicking on the box
next to ‘E013771 Contact’ and selecting ‘Active’ radio button.

R@CIS_GOV UAT Login: jbaez  On Benalf OF. sday1 LoGout G+
HOME AGENDA/REGS EO 13171 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
= © 2 & om
USERPROFILE  CHANGE  RECERTWICATION  EMFLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN
Home Administration Employee Admin Edit Contact

Edit Contact Detail
* Denotes Required Field.
Personal Information Address

Prefix Street Address

*First Name gysan

Middle Name
*Last Name Contact City
Suffix State
Employee Number {32g72 ap
Title Communications
*Agency goop HHS Telephone, TOD snd Fas must contsin exscty 10 Sigits snd can be separsted by (, . - or 5 blank
Such =5 998-208-0099, (999)8060600, 909 090 9980 and BRECEEEELE
Sub Agency
Contact Modules * Telephone 302 555-5555 Ext.
This field is required o
RIN Contact © Active Inactive Fax
E-Mail sysan contact@noemail com
EQ13771 Contact v * Active Inactive
ive
Privacy Contact Active Inactive

Figure 18.5: Contact Detail Screen
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Click the ‘Save’ button to effect the change. After the information is saved, you will be
returned to the Edit EO 13771 Request screen.

If you do not see the name that you want to add as a contact in the search results, click
the Add button to create a new contact.

N
R@CIS.GOV UAT Login: jbaez  On Behal OF: sday1 LOGOUT

HOME AGENDA/REGS EOQ 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP

= © 2 ;3 2

USER PROFILE CHANGE RECERTIFICATION ~ EMPLOYEE  OIRAEMPLOYEE AGENCIES
PASSWORD ADMIN

Home Administration Employee Admin Search Contacts
ROCIS Contact Administration

Last Name: | Contact

[ scwen ] cwca

Note: In order to add a new contact you must first search on the Last Name.

Please ensure that the contact you wani o create is not one of the existing coniacts displayed below.

—

0800 HHS Contact, Susan 202 5555555 susan.contact@noemail.com

Showing 1 to 1 of 1 entries

Figure 18.6: Contact Administration Screen with Add Button

The ‘New Contact Detail’ screen captures information about the new contact. Any data
item with an asterisk in front of the tag is a required field. Although ‘Email’ is not
required, it is highly recommended.

The agency data field has a drop down list from which the agency or subagency for the
contact can be selected. This is an important decision if you are associated with a
cabinet agency (except VA) or EPA. These have an agency level code which ends with
‘00’, and a number of subagencies. If the contact is associated with the agency code
only, he will appear in the drop down list for any subagencies that are part of that
agency. If heis associated with a subagency, he will only appear in the drop down list
for that subagency.

Click the Create Contact button at the bottom of the screen when you’re ready. The
new contact will be saved, and you will be returned to the ‘Edit EO 13771 Request’
screen. The contact that you have selected will be displayed.

Non-compliance Target Amount: Enter the amount of cost carryover (i.e. positive carryover
balance) your agency plans to recover in cost savings for the given fiscal year.
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Save your request by selecting the ‘Save’ Button. (Data can be saved at any time during this
process). You will then be ready to add the necessary documents to your request. Those steps

are discussed in the ‘HOW TO Electronically Attach (Upload) Documents’ chapter in this
manual.

=k
R@cISGOV UAT Login: jpaez  On Behalf OF. sday1 LOGOUT
HOME AGENDA/REGS EQO13TT PAPERWORK REDUCTION ACT {PRA) ADMINISTRATION HELP
Y
Q@ D 2 Q [u] D ¢
INBOX REQUEST unLmes SEARCH PACKAGE HISTORY REPORTS
Home RegiDregs Package Current Package Data

FY 2018 DOE Non-Compliance Target Request

“Note: All monetized values are in millions of 2016 deliars, discounted at 7 percent in perpetuity

Agency: 1900 DOE
Created By: Day, Sonny

Title: Agency Non-Compliance Target Request
Created Date: 07/06/2018
Non-Compliance Target Request Id: 201307-1900-NC-002

“Agency Contact: Manage Documents

FY 2017 Non-Compliance Target Balance($): (Millions/Year)
Fiscal Year: 2013 Enter Non-Compliance Target Amount(s| (MillionsYear)

@ DELETE CHECK FOR COMPLETENESS. m CANCEL

Figure 18.7: Non-compliance Target Request Screen with ‘Save’ Button

The request is now ready to be submitted. Click the ‘Submit’ button on the ‘Non-compliance

Target Request’ screen. The request will be submitted to OIRA, and you will be transferred to
your ‘Submitted Request List’.

r({c1s.cov var Loginpsez OnBehalfOfsdayt  LOGOUT
HOME AGENDA/REGS EO 13771 PAPERWORK REDUCTION ACT (PRA) ADMINISTRATION HELP
Y
a D % Q [u D ¢
Home Reg/Dregs Package Current Package Data

FY 2018 DOE Non-Compliance Target Request

“Note: All manetized values are in millions of 2016 dollars, discounted at 7 percent in parpetuity

Agency: 1900 DOE Title: Agency Non-Compliance Target Request

Created Date: 07/06/2018
Non-Compliance Target Request Id: 201307-1200-NC-003
1anage Documents

Created By: Day, Sonny

“Agency Contact:

FY 2017 Non-Compliance Target Balance($): (Millions/Year)
Fiscal Year: 2013 Enter Non-Ci i Target A (5! (Millions/Year)

DELETE CHECK FOR COMPLETENESS CANCEL

Figure 18.8: Non-compliance Target Request Screen with ‘Submit’ Button
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APPENDIX A: EO 13771 AGENCY ROLES

There are three roles within ROCIS that are specifically associated with the agency portion of
the EO 13771 module:

RDRP (RDR Entry Processor) — This individual can create and update EO 13771 cost/cost savings
requests. To obtain a ROCIS account, he has to go through his agency’s RDR Agency Admin
(see role description below), sign a security agreement, and attend training.

RDRM (RDR Manager) — This individual can do everything that an RDRP user can. He can also
submit EO 13771 cost/cost savings requests to OIRA for review. To obtain a ROCIS account, he
has to go through his agency’s RDR Agency Admin (see role description below), sign a security
agreement, and attend training.

RDRA (RDR Agency Admin) — This individual can do everything that an RDRP and RDRM user
can. He can also create, edit and submit yearly EO 13771 requests, including: FY Allowance,
Inter-agency Transfers, EOFY (Final) Accounting and Non-compliance Target Plans. To obtain a
ROCIS account, he has to go through his agency’s primary point-of-contact for the Unified
Agenda, sign a security agreement, and attend training.

This person is the primary point of contact for an agency with regard to new accounts.
If someone from an agency wants access to the EO 13771 module, the request must be
made through the RDR Agency Admin. The RDRA will inform the ROCIS technical team
of the user’s role and, if applicable, the subagencies within the agency to which the user
should have access (this applies mostly to Cabinet agencies and EPA).

A change in an agency RDRA is normally handled by the outgoing RDRA, who notifies the
ROCIS technical team of his replacement. If there is any question about who is the
RDRA for an agency, the ROCIS technical team will request an email from the agency’s
primary point-of-contact for the Unified Agenda naming the new RDRA.
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